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MONGOL 

writes blacker with less 

effort. Holds a good, 

sharp point. The faster 
he dictates, the more 

you need MONGOL, 





COLORBRITE 


pencils leave intense color at 

a feather touch. Use them to 
simplify filing, identify V.1.P.s, 
etc. 26 vivid colors. 





TYPE CLEANER 
keeps your typewriter 
clean without soiling your 


hands or spattering 
g < 
your dress! << 
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Most secretaries 
use these gentle 
red erasers for today’s softer 


5 Ways to Leave by 5 ————<—. 
- - or pencil shape. 

Smart secretaries know —you need the right tools to 

do a good job. These Eberhard Faber products can 

be a big help. They ll help to make life in the office 

pleasaiter...and your Boss pleasanter, too! 


Trademarks t 






Save time 
and twine 
with Eberhard 
Faber bands. 101 office uses. 
Pure, clean, lively rubber. 





























enjoy unparalleled 


EASE OF OPERATION 


on the world's fastest electric 


Smith-Corona’s exclusive “Keyboard Slope” 
slants the keys to fit the natural movements 
of your fingers. That, plus the fact that 
there are more operating controls in the 
keyboard area than on any other electric, 
makes the Smith-Corona the easiest, 

fastest electric ever devised. It also has 

the quietest operation of any electric. 


Why not see and try it for yourself? You 


Ope LLL. 


can arrange an eye-opening ten minute 
demonstration in your own office by calling 


your local Smith-Corona representative. 





SMITH-CORONA ELECTRIC 


» best business connection you ever made 
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()s OUR COVER—“Costume Magic,” 
the complete multipurpose ward- 
robe. Basic piece—a full-length reversible 
coat, tweed on one side, charcoal flannel 
on the other. Detach the bottom section— 
a concealed zipper performs the magic— 
and a smart-looking shortie coat comes 
into view. Also part of the costume is 
a matching charcoal flannel skirt that can 
be teamed with the shortie coat and worn 
as a flannel suit or as a 
tweed-and-flannel suit. Comes in a wide 
range ot multicolor tweeds: gray-mauve- 
white, green-rust-gray-white, copper-ox- 
ford-white, red-oxford-white, blue-oxford- 
white, black-and-white, and charcoal-and- 
white. Sizes 8-16, Petite. About $100. 
Available at Morris B. Sachs, Chicago, 
and the Emporium, San Francisco. For 
the store in your vicinity write to the 
Leonard Workman Company, 214 West 
39 Street, New York 18, N. Y. 


combination 


Boon to Busy Engineers 


“I WANT A SECRETARY who talks my 
language,” says many a busy and harried 
engineer. In answer to this demand, the 
Business Training College, Pittsburgh, Pa., 
last year initiated a two-year course to 
train engineering secretaries. In addition 
to typing and shorthand, students are 
given courses in chemistry, physics, ad- 
vanced mathematics, and the terminology 
of various fields of engineering. An in- 
tensive course in filing, blueprint reading, 
and use of the Vari-Typer is also given 
to students. 

A selected student body is considered 
most important by the school. To be an 
efficient engineering secretary, a young 
man or Woman must have not only an in- 
terest in the field, but also the innate 
ability, aptitudes, and intellectual curiosity 
necessary for this type of professional 
training. For this reason, all prospective 
candidates are given a series of admission 
tests. Only those students are accepted 
who indicate they have the qualifications 
to be successful. Popularity of the pro- 
gram is evident from the many requests 
trom the engineering profession for the 
college’s graduates. 





Passes Civil Service Exam 
_.. thanks to Dictation Discs 


“T had previously failed the 
Civil Service Exam, but 
after a little brushing up 
with the aid of the Dictation 
Discs I soon passed the test. 
... 1 wish to express my sin- 
cere appreciation for mak- 
ing this possible.’’—Mrs. 
Joann Lamph, Ogden, Utah. 


Teacher recommends Dicta- 
tion Discs for speed-building 


“T like to use records for my 
shorthand classes ... I find 
the Dictation Dise Com- 
pany’s records fit my needs 
well for practice and speed 
building.’’—Mrs. Virginia 
Rankin, Twin Bridges, Mon- 
tana. 





Gets better job through 
Dictation Discs 


“These records have helped 
me secure a much better 
position than I had previ- 
ously.” Mrs. R. L. Hender- 
son, Portland, Maine. 





World’s shorthand champion 
praises Dictation Discs 


“The key to shorthand speed is regular 
dictation practice, and your records pro- 
vide the student secretary with a rich sup- 
plement to such a program. The very pre- 
cise and clear manner in which they are 
dictated makes easier the climb to great- 
er shorthand speed.’’—William Cohen, 
World’s Shorthand (¢ ‘hampion (280 wpm). 


Dictation 


170 BROADWAY 
NEW YORK 38 








Employment agency records prove: 
High-paying jobs go to girls 
who can take fast dictation! 


w 





The ability to take dictation rapidly 
is one of the most sought-after skills 
in business today—according to re- 
cent employment agency records. 





New home Dictation 
Disc Method has helped 
thousands boost their 
speed to 130 wpm— 


ith only 15 minutes 


of practice a day! 


Now Dictation Disc Company offers 
you a proven home method of boost- 
ing your speed—and your earnings— 
with only 15 minutes practice a day! 


Don’t let “shorthand stutter” keep 
you from earning $10-$25 more per week 


Does your shorthand go in fits and 
starts? “Shorthand stutter” slows 
you down, keeps you from grab- 
bing off the high-paying secretarial 
jobs. Cure yourself with famous 


Used and recommended by 


Whatever your present speed, there’s 
a Dictation Disc to help you. Dicta- 
tion Discs are fine custom-quality 
RCA records of pure unbreakable 
vinylite that can be played on any 
speed phonograph. They contain spe- 
cially selected and timed dictation 





Ww 


MAIL COUPON 
TODAY 


Each 3314 RPM 
Dictation Disc 


. aine i= : 45 rpm 78 rpm 333 rpm LP 
contains 45 min- $1.75 each $2.50 each $5.00 each 

utes of a y }No.1 60& 70 wpm }No.1 60& 90 wpm 
ap ito 12 let ete No. 2 7W& 80 wpm No. ? 70 & 100 wpm 
equal to = letters. No.3 80& 90 wpm » a 
Send for yours No.4 90 & 100 wpm No.3 90& 120 wpm 
nr y . .’ ’ 

TODAY F Money No.5 100 & 110 wpm No. 4100 & 130 wpm 
= % not de- No. 6 100 & 110 wpm Complete set $18.00 
nee. No. 7110 & 120 wpm 


|} No.8 120 & 1 
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Complete set of 


wy 
Pet ee eee eee ee ee eee ee 
V 


30 wpm 


Dictation Discs and watch your 
weekly earnings go up! Satisfied 
users of Dictation Discs report 


salary increases of $10-$25 a week 
and more! 


leading shorthand schools 


to help you develop rhythm and poise 
. eliminate waste motion between 
strokes ... bring your speed up to 
130 wpm. Dictation Discs are used 
and recommended by leading short- 
hand schools for Gregg, Pitman, 
Stenotype, other systems. 


MAIL COUPON TODAY 


DICTATION DISC CO. 
170 Broadway, New York 38, N. Y. 


Dept. 1910 


ALL SPEEDS! 


] Entire series $33.50 


12” Standard 78 rpm records $18.00 


Complete set of 45 rpm EXTENDED PLAY records $12.50. 

REE are aae aI) baat ee Rie and ee aS Rl meRL ae anes TEN 

. A RP aN AD LRN DN OER ee mT 

i... A lie 

DEPT. 1910 § Enclose “check or MM. 0. (add. Bbc. for” postage) 
oe SPEED GUARANTEED OR YOUR MONEY BACK $ 
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BEWARE 


of buying any dictionary 
said to be 
~ “ust as good” as a 
MERRIAM-WEBSTER 


You buy a dictionary for one sound 
reason. You want to be right and to 
know that you're right. 


The one desk-size dictionary that 
fully and absolutely justifies such con- 
fidence is Webster’s New Collegiate, 
published by G. & C. Merriam Company. 
Nothing less than a genuine Merriam- 
Webster can be “just as good.” 





THE BEST costs you no more: 
$5 plain. $6 thumb-indexed. 


Only Webster's New Collegiate, by | 


Merriam, is based on the unabridged 
Webster’s New International Diction- 
ary, Second Edition — relied on as “the 
Supreme Authority” throughout 
English-speaking world. 


Only Webster’s New Collegiate, by 
Merriam, is produced by a company 
which has specialized entirely in dic- 
tionary publishing — for over 100 years. 


Only Webster’s New Collegiate, by 
Merriam, is kept up to date by a large, 
permanent staff of experts who are spe- 
cialists in dictionary making. 


And Webster’s New Collegiate, by 
Merriam, is required or recommended 
by nearly all colleges and universities 
throughout the country. 


When you visit your department, 
book, or stationery store, insist on buy- 
ing the best, Webster’s New Collegiate 
Dictionary—a genuine Merriam- 
Webster. Ask for it by name. 


 Mevuam-Webslir 
RFG. US. PAT. OFF. 
G. & C. MERRIAM CO., Springfield 2, Mass. 
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SECRETARIAL 
book 


shelf 


Have you ever wished for just a few 
extra minutes to type that last letter? Or 
additional time each day to devote to 
hobbies and relaxation? In How to Gain 
an Extra Hour Every Day, Ray Josephs, 
public-relations consultant for many lead- 





ing business concerns, describes methods 
that may help in stretching the conven- 
tional twenty-four hours into twenty-five 
Mr. Josephs sought out the unique, time- 
saving secrets of America’s most famous, 
Ile carefully tested 
each of these secrets and put them all into 
easily adaptable form. Included are many 
minutesaving tips for both office and 
Hlow to Gain an Extra Hour Every 
Day sells for $2.95 and is published by 
EK. P. Dutton and Co., Inc., 300 Fourth 
Ave., New York 10, N. Y. 


busy personalities. 


home. 


How to Get Your Name in the Paper, 
by Benn Hall, New York public-relations 
consultant, is a mimeographed bulletin 


designed to acquaint business and pro- 
fessional people with the basic aspects of 
newspaper, television, radio, and general 
publicity. Basing his observations on a 
quarter of a century’s publishing experi- 
ence, the author puts stress on specific 
facts that can be applied by individuals or 
groups in any part of the country. A list of 


publicity “tools” as well as a summary of 


do’s and don't’s are also included. Avail- 
able for $1 from Benn Hall Associates, 
Dept. TS, 47 East 61 Street, New York 
21, New York. 


Common Sense in Letter Writing will 
be helpful to anyone—from beginner to 
expert—who writes business letters. A 
practical, readable little book, it shows 
how to make your business letters “click” 
with readers. The author, William HI. 
Butterfield, analyzes sound techniques 
ind describes their application. In an 
easy, conversational tone, he demonstrates 
“Six Steps to Better Results by Mail.” 
Copyrighted in 1956, Common Sense in 
Letter Writing is published by the Inter- 
state Printers and Publishers, 19-27 North 
Jackson Street, Danville, Llinois. 


If parliamentary law has long been a 
stumbling block for you, Basic Principles 
of Parliamentary Law and Protocol may 
be the answer to your needs. This handy 
pocket-sized book offers 44 pages on rules 
(based on Robert's Rules of Order) and 
22 pages on club protocol. Also included: 
a meeting agenda, a convention agenda, 
and a very simplified chart of motions. 
Available for $1 from Marguerite Grum- 
me, 3830 Humphrey St., St. Louis 16, Mo. 
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types her best 
using the 


_Leéouts COPY HOLDER 


@ all-Metal—one piece 
@ “sight level" convenience 
@ holds postcard to phone book without tipping 
Today's secretary has found the Liberty Copy- 
holder an efficient aid for faster, better typing 
. no gadgets or devices to detract the user. 
Designed so it puts copy in full view at correct 
angle for easy, efficient work. Size: 7” wide, 
919" high, 5” base. So low in cost every typist 
in your office should have one. 
ORDER NOW! If not available from your 
local stationer, order direct from— 


BANKERS BOX COMPANY 


Makers of Liberty Record Storage Products 
720 S. Dearborn Street © Chicago 5, Illinois 











Here’s Controlled 


SPEED- 
ERASING! 


Seen neee 







This is the wood-case eraser you've 
really been looking for! Peneil- 
size: thin, hexagonal-shaped, with 
balanced control for clean, fast 
erasing. Made in 2 styles: No. 
3650 Graypoint, with attached 
brush to whisk away eraser 
crumbs: No. 365 Graypoint, with- 
out brush. 


ASK YOUR STATIONER OR OF- 
FICE MANAGER FOR THESE 
WELDON ROBERTS ERASERS. 
Made to fit comfortably in your 
hand. Sharpen them with a knife 
or pencil sharpener, as you sharp- 
en your pencils. They cleanly 
erase sentences, words and even 
single letters. Get them today! 





Feet Guerin! 


Ulaiden 


era vil 


i —_ 





WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue Newark 7, N. J. 


World’s Foremost Eraser Specialists 


a 


Correct Mistakes in Any Language 
























How can a scarf make typing easier? 


Believe it or not, it takes less weight than a scarf 
(about 2 ounces) to depress one key of the new Royal 
Electric. And little more to press down the carriage 
return key. It’s 13 times easier to operate the new 
Royal Electric than a non-electric typewriter. 

Gone are those tired fingers at the end of a day. 
Yet you do more work in less time. And what letters! 
You'll be mighty proud when the boss signs them! 


Why not give the boss a gentle nudge? Tell him the 
new Royal Electric has many exclusive features. . . 
boosts morale... helps you turn out more and better 
work ... easier. Impress him by saying that the new 
Royal Electric is made by the world’s largest manu- 
facturer of typewriters. 


g AL electric - standard . portable 
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A free office trial is yours—-no obligation— just by 
calling your Royal Representative. 
Roytype“ business supplies 
Royal Typewriter Company, Division of Royal McBee Corporation 








Why does she 
love her... 
BOSTON 

CHAMPION 





It’s handsome . . . feeds itself. . . 
scratch . . . so easy to operate . . 
beautiful points every time . . . dependable 

.and clean, too—no messy fall-out of 
shavings from pencil receptacle. 


won't 
. cuts 


Want to see your office efficiency go up? 
Put a Boston Champion Portable on every 
desk. A small investment—but a mighty 
important one for busy, modern offices. 


BOSTON 


PENCIL SHARPENERS 







All Boston Sharpeners 
guaranteed one year. 


C. HOWARD a U NT 


PEN CO., Camden 1,N. J. 


Also manufacturers of SPEEDBALL pens and products 











KEANE 
RECORDS 


FOR DICTATION PRACTICE 


Guaranteed to: 


Increase your shorthand speed! 
Increase your transcription speed! 
There is no duplication of material. 
Each record contains 12 full min- 
utes dictation. 

Practice at Home! 


Play these records on your 
home 45 RPM phonograph. 


ORDER BLANK 
Keane Records 
809 South Hobart Bivd., Dept. B 
Los Angeles 5, California 
Please send me: 


Complete set of 6 Keane Records for Dictation 
Practice at $7.50, plus postage. 


Individual Records at $1.50 each, plus postage, 
at the following speeds: (Please circle) 
60 wpm 80 wpm 90 wpm 
100 wpm 110 wpm 120 wpm 
Remittance Enclosed Please Bill Me 
California Residents add 4% City & State tax 


Name 
Street 
City 


State 
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Ask the kxperts... 


Business English ..... E. Lillian Hutchinson 
Secretarial Practice ...Alan C. Lloyd 
Business Law ....... R. Robert Rosenberg 
Bookkeeping ........ J Marshall Hanna 


Typewriting ......... Harold H. Smith 
Business Arithmetic .. Vivian W. Kline 
Shorthand ...... ....Charles E. Zoubek 
as asin ii Bh Gilbert Kahn 





QO. Why is it that the word Bordeaux is 
x 
written in shorthand as it is pronounced, 


while Marseilles is written exactly as it ts 
spelled ? 
4. The outlines used for Bordeaux and 


Marseilles are based on the pronuncia- 
tions given in Websters New Collegiate 
Dictionary. That dictionary pronounces 
Bordeaux as bér-dd. The preferred pro- 
nunciation for Marseilles is mdr-salz. 
In the final analysis, the outline a 
writer would use for Marseilles depends 
on the pronunciation used by the dictator. 
If he used the English pronunciation, the 
writer would use the outline that we have 
given; if the dictator used the French pro- 
nunciation, the writer would omit the “1.” 





(). Should the letters BCC or BC be used 
blind 
should the letters appear on the file copy? 
Must these letters the offic e 


é : 
copy only or also on the copies of per- 


to indicate a carbon, and where 


appear on 


sons receiving blind copies? 


A. Blind carbon copies are usually in- 
dicated by the letters BCC preceding the 
names of the persons to whom the copies 
are sent, the notation being typed in the 
upper left-hand corner of the copy. 

The notation should not appear on the 
original copy, and it sometimes will not 
appear on copies sent to certain persons. 
Circumstances will govern the decision in 
individual cases. 


Q. Will you please give me some rules for 


dividing names at the end of a line. 


A. The rules for dividing names of per- 
sons and places are complex and difficult 
to remember unless such 
names often. However, we shall list a few 


one handles 
of the more commonly used rules. Some 
of these are “avoid” rules, which may be 
broken if necessary. Others are “never” 
rules, but at times even these have neces- 
sary exceptions. The rules are: 

1. Avoid dividing proper nouns, espe- 
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cially the names of persons and places. 
If necessary, the following forms may be 
used: 
William 
Roberts Cincinnati, 

Ohio 
2. Never separate a person's initials 
from his surname. 

3. Never divide the abbreviation of a 
degree (as Ph. D.). and avoid separating 
degrees or such abbreviations as Jr. from 
a name. 

1. Do not separate a title preceding a 
name (as Miss, Dr.) from the name. A 
very long title, however, may sometimes 
be separated: 

Reverend 
Henry 5. Brewster 


Q. When an underscored line is typed for 
should the 
typewritten signature be placed? How many 


the writers signature, where 
spaces should be left between the line and 


the typewritten signature ? 


A. Usually, the typewritten signature is 
typed directly below the signature line. 
However, if the underscore is too close to 
the tops of the characters in the type- 
written line, two spaces are needed to 
separate the underscore from the typed 
line. 





Q. {t business school, we learned not to 
use such closings in a letter as “Thanking 
you in advance. I am Very truly yours,” or 
“Thanking you. I remain.” My employer. 
however, alu avs Uses these phrases to close 
his letters. How can I tell him that these end- 
ings are obsolete? 


A, The prejudice against participial 
phrases in letters is that by using such 
weak constructions the writer is sacrificing 
one of the best opportunities for a strong 
appeal. Furthermore, these endings are 
considered old-fashioned. 

Not knowing your employer, we cannot 
advise you as to the best method of sug- 
gesting substitutions. Perhaps you could 


0) 


(Continued on page & 
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NEW 


HIGH FIDEL/TY 


OMPTOMETER 
OMMANDER 


dictation-transcription machine by Comptometer \ 


with amazing UNIMATIC remote-control microphone at 


.» makes dictating as easy as talking—An electronic miracle in the sim- 
plification of dictation has been achieved by Comptometer. Now you can forget 
the mechanics of recording and have your mind free and clear for better dictation. 
All you do is talk into the Unimatic remote control microphone which fits the palm 
of your hand. One simple button lets you dictate, listen, reverse to review, or even 
to “erase” and replace a word or phrase.When finished dictating, press other button 
to mark length of letter—everything is automatically recorded by remote control. 


ready for re-use. The day-after-day savings over costly ordinary one-use belts or 
records more than return your Commander investment. And only Comptometer 
guarantees these mailable belts for life. 


...@rases unwanted words—You wil! hand your secretary error-free dic- 
tation she will transcribe twice as fast and right the first time. Error-free because 
you can electronically “erase” any unwanted part of your dictation and replace 
with the new or correct thought—No extra correction instructions to add. And, for 
economy-minded offices, the same Commander unit can be used for both dicta- 
tion and transcription. 


.-. Saves more than it costs—The flexible Mylar* magnetic recording belt 


can be used for thousands of dictations. It “wipes” clean in just one second, 4% Mylar-Dupont’s trademark for its Polyester Film 


























SEE ALL THESE YEARS-AHEAD FEATURES DEMONSTRATED IN YOUR OWN OFFICE! 
NEw! NEW! NEw! NEw! NEW! NEW! NEw! NEW! NEW! 
Visualite Indicator. Remote indexing Unimatic Remote- Simplified Recorder — Conference Recording — Customized Input Vol - Carrying handle Dual speakers Modern design 
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also © Comptometer Dictation Div., Felt & Tarrant Mfg. Co.,1708 Marshfield St., Chicago 22, til. 
enn ae ee available © Gentlemen: Without any cost or obligation please arrange: 
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ASK THE EXPERTS 4. Should and would follow the same 


pe Lf p rules as shall and will. The uses of 
(Continued from page 0) . 
Pes should correspond to those of shall, and 





the uses of would to those of will. In the 


ask permission to answer simple corre- sentence you quote, should is correct. 


spondence without dictation, and use Reference is made simply to a future 
some of the more modern endings. Your action: there is no meaning of promise 
employer might then realize how much er detecuination 
re effective ‘se are adopt them. . . . . 
more effective these are and adoj igs You may wish to refer to an English 
You must remember. though, that it is 
grammar to review the constructions, 

vour job to write the letters as he prefers : ‘ 
slot which vary for the first, second, and 
ic ° 


third persons. 
QO. Lhave difficulty in determining when to 
3 ). There is some disagreement in our office 
use should and would, as in the following v. ere € disagre ir of 
sentence: “I (should, would) appreciate as to whether the 9'/2- by 42-inch envelope 


hearing from you. or the 6'/2- by 3%-inch size should be used for 



































You can travel wherever you 
want and work for Manpower, 
Inc. as long as you want 

in each city under Manpower's 
unique work and travel plan. 


Wherever possible, Manpower, 
bef Inc. branch offices will 
employ you immediately as a 
typist, steno, or general office 
worker at high hourly rates. 
Visit your local Manpower, 
Inc. branch office today 
and we will certify you for 
work in all of our branch cities. 

or write 


Mr. James 
manpower, inc. 


330 West Kilbourn Ave. 
Milwaukee, Wisconsin 








MANPOWER INC. OFFICES ARE LOCATED IN: 










Akron Columbus Indianapolis Niagara Falls St. Louis Tampa 
Albuquerque Dallas Jacksonville Oakland St. Paul Toledo 
Allentown Dayton Jersey City Omaha Salt Lake City Tucson 
Atlanta Denver Kenosha Paterson San Diego Waterbury 


Baltimore Des Moines Los Angeles Philadelphia San Francisco Waukesha 





ce Boston Detroit Manchester Phoenix San Jose White Plains 
ol nx Evanston Milwaukee Pittsburgh Seattle Havana, Cuba 
Ne klyn Fresno Minneapolis Portland Sherman Oaks Johannesburg, S. A. 

“g Grand Rapids Newark Providence South Bend London, England 

x Hammond New Haven Racine Springfield Paris, France 

Hartford New Orleans Richmond Syracuse Montreal, Canada 
( Houston New York Rochester Tacoma Toronto, Canada 
er a 
ae x ws : ae Shiela 3 
- oy we o> & Oe | 





8 TODAY’S SECRETARY @ October, 1956 












our letterheads. which are 8% by 11 inches. 
Will you please settle the matter for us? 


A, Formerly. the long envelope was re- 
served chiefly for letters of two or more 
pages or for use when there were several 
enclosures. Today. however, there is a 
marked tendency to use the long size for 
all correspondence. The reasons seem to 
be: (1) the saving in time—only two 
creases are needed: (2) the letter is easier 
to read and looks better when it has only 


two creases. 





Q. When the new office furniture that my 
employer had ordered arrived. he refused 
to accept it. claiming that he had changed 
his mind. Can the furniture dealer sue him 


for damages ? 


A. No 
entered into a written contract with the 
furniture dealer or had had the furniture 
built especially for himself from his own 


not unless your employer had 


plans. In the latter case, it would be 
considered an agreement for work to be 
performed and would not have to be in 
writing to be enforceable. 


Q. What is the difference between the 
titles Assistant Manager and Assistant to the 
Manager? 


4. Ordinarily, an assistant manager is 
second in responsibility after the man- 
ager. He acts for the manager in his 
absence or assumes special duties that 
are part of his own job. 

\n assistant to the manager, on the 
other hand, usually takes over details on 
assignment. He does not initiate work. 
Each business office. of course, is organ- 
ized according to its own needs, and these 
distinctions may not hold in all cases. 


Q. Will you please tell me what's new in 
letter styles? 


4. The trend is toward simplification— 
which means the elimination of paragraph 
indenting and of superfluous punctuation. 

The most common letter style, used by 
many firms, is the “blocked style.” In it. 
all paragraphs are blocked; the date 
begins at the center or is brought flush 
with the right margin; and the closing 
lines begin at or near the center, blocked 
together. 

One organization, the National Office 
Management Association, has for several 
years been trying to popularize the 


(Continued on page 54) 
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| Now like wearing ‘“‘Magic Gloves’’.... Cotdout Touch typing 
Now, The Golden Age of Golden Touch! Suddenly OTe, 
(as if you'd put on “magic” gloves), your hands new...underwood ouch 
: have exciting new precision with glorious, new 
typing ease. The new Underwood Golden Touch Keyboard Margin-Setting...... ends wasteful hand-travel! 
. Electric sharpens your skill; saves your strength and Multi-Carbon Dial... gets you set for up to 20 clear copies! 
precious time as no other kind of typewriter can. Electric Ribbon Re-Wind..... ends messy ribbon-change! 
And for “Him”. . . truly print-perfect letters, with 
Stax mee Se ee ees Cushioned Power...... for wonderful new, day-long quiet! 
carbon after carbon after carbon print-perfect, too. 
Automatic Carriage-Return. . .ends tiresome carriage-fling ! 
P.S. Call your Underwood office today. Half-Moon Keys. . perfect protection against chipped nails! 
See the Golden Touch Electrics in 5 smart new colors. : sas : 1 
' Underwood Corporation « 1 Park Ave. « N. Y. 16, N. Y. Personalized Type Styles........ for distinguished letters! 
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FLICK A LINE 
finds the line 








Reverse its panel! 
Change its height! 
Flick its rubber wheel! 


Genuine walnut base with pencil groove and 


book ledge. Inclined masonite panel 83, x 14. 


low, low $5.95 prepaid 
The ONLY four-way... . 


COMPLETE copy holder 


Preferred by professionals. 


FRANKLIN TABLE COMPANY 


116 N. 4th St., Louisville, Ky. 


everytime 
| 








For Successful Secretaries 
—and those ‘‘on the way up” 


and the better job you want. 


Here is the most complete guide 


you 1-2-3 answers on every con 
ceivable office question 
develop your judgment and self-re 
liance in handling independently 
any job assigned to you 


Complete 
Secretary’s Handbook 


by Lillian Doris and Besse May Miller 





Examine 10 days free! See for yourself how this Handbook 


an help you win greater confidence from your employer 
greater prestige from your associates, 
promotion and bigger pay 
thre t 

How to set up a ‘‘foolproof’’ reminder system 
How to act for your employer when he is away 
How to make smooth travel arrangements 

How to write letters without dictation 

How to attend to social obligations 

How to keep track of employer's financial affairs 
How to maintain friendly client relations 

How to select your office wardrobe 


How to handie your iob and yourself with 
polish and poise 


How to avoid neediess overtime work 


Prove to your own satisfaction that this is ‘‘the most use- 
Send coupon 
1 


ful book a successful secretary can own’! 
helow » get your copy for 10 days’ free trial. 


wt 
You get 158-nare HANDBOOK OF BUSI- 
NESS MATHEMATICS as a aift. Shows you 


short-cuts in arithmetic, easy ways to do 


accurate fixuring. Mail coupon below 
PRENTICE-HALL, INC., Dept. 5886-MI T 

Engrewood Cliffs, New Jersey | 
| ‘ the **Complete Secretary's Handbook’’ for | 

I ition. After 10 days I will either remit 
| 34 a few cents for postage and packing, or 

re k and owe nothing. I am also to re- | 
i elve opy of **Handbook of B :siness Math- 

, ma © keen whether I keep the Secre- | 
| ary r not. | 
| once RS see. EST PU es aS | 
| RENEE stil SS eR ae | 

BO ircrcrcsctions Zone State. | 
escenenbGNENtaie me oss ance aaa oan J 


Easier, faster ways to handle every- 
day secretarial problems—600 tips 
to help ease your burden of work— 
tactics to put you ahead for a raise 


for secretaries ever written! Gives 


Helps you 


put you in line for 
Check up on helpful points like 











| THE BOSS SPEAKS OUT 





What Makes 


a Secretary 


Professional? 


BY HF. BD. 


DUARTE 


President, Graham Accounting and Statistical Corporation 


HE TERM “professional” desig- 

nates the mastery of skills and 
the performance of these skills with 
a minimum of fuss and bother. It 
is applied in show business (“she 
is a real pro”) to differentiate be- 
tween the talented amateur and 
the skilled and experienced _per- 
former who has mastered her craft. 
The term can also be applied to the 
secretary, to differentiate between 
the run-of-the-mill specimen and 
the competent person who is the 
“apple of her boss’ eye.” 


PROFESSIONALISM in any endeavor 
is not so much a matter of length 
of experience. Nor is it, as is fre- 
quently supposed, an inherent qual- 
itv with which one is born. It is, 
rather, a point-of-view, a matter of 
character, and a general adaptabil- 
ity to one’s surroundings. 

As president of a firm that is the 
oldest supplier of office services in 
the New York area, I have inter- 
viewed perhaps as many secretaries 
as any man in America. It is not 
difficult to tell the difference be- 
tween the talented amateur and the 
secretary who is professional in her 
approach. It is not only a matter of 
office skills—although it goes with- 
out saying that the real “pro” has 
mastered her typing and shorthand 
and can perform related office func- 
tions competently. 

But the real professional does not 
stop there—as any average person 
has a tendency to do. For one 
thing, she makes very sure that her 
skills are kept limber and up-to- 
date and that she never lets herself 
become bored or “stale.” She will 
constantly make changes and im- 
provements in her day-to-day rou- 
tine and will keep up with all the 
new advances in running an office. 
She will test paper for its quality, 
pens for their writability, and car- 
bon paper for its durability. She 
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will never cease in her endeavors 
to keep up with the latest and the 
best. 

It is an accepted principle, too, 
that the professional secretary looks 
and dresses well. Her clothes are 
well made and usually quiet and 
subdued. Her voice is controlled; 
she is always polite. Like anyone 
who is good at his (or her) job, she 
is always well mannered, allowing 
for inevitable human lapses. 

She generally relies on her com- 
petence and avoids, as much as 
possible, unpleasant office gossip 
and rumor. Her chief duty is to 
her job, and she doesn't espouse 
any weird “causes” that may be in 
circulation at the moment. ( There's 
always one around somewhere. ) 

Consequently, when our profes- 
sional secretary speaks up to make 
a point, she is generally listened to 
and respected. By storing her am- 
munition, she is able to accomplish 
more than the constant talker. 


THE PROFESSIONAL SECRETARY, then, 
is very good at her job, very per- 
sonable and well-mannered in her 
behavior, and has strength of char- 
acter. But there is still another 
important quality that she must 
possess. She should adapt herself 
to any given office situation with 
ease. If, for example, the office is 
in a period of stress and strain, by 
showing confidence and composure, 
the professional secretary can help 
put it to rights again. If the office 
is in a slow period, the real pro- 
fessional will find something inter- 
esting to do and help it regain its 
usual momentum. If her boss is 
away, she will carry as much of the 
burden as she can, without tran- 
scending her position. 

As a matter of fact, if the roof 
should cave in, it goes without say- 
ing that the real “professional sec- 
retary’ would help put it up again. 
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Heres the secret 


of a happier secretarial @ life. It’s the DICTABELT 
record a> exclusive with the Dictaphone 
TIME-MASTER dictating machine. =S DICTABELT’s 


is easiest to transcribe and handle—speeds your 
work—lets Boss do overtime on his own rime 0) Curious? 
Oo 


Send for free booklet—‘‘Communication.”’ 


eee = 


' 


DICTAPHONE Corporation, 
120 Lexington Ave., New York 17, N. Y. 


In Canada, write Dictaphone Corporation, Ltd., 204 Eglinton Ave. East, Toronto . . . in England, Dictaphone Company, Ltd 
17-19 Stratford Place, London W.1. Dictaphone, Time-Master and Dictabelt are registered trade-marks of Dictaphone Corporatio! 
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And no wonder — electricity does 


the work—helps today’s smart 

women of letters turn out such 

truly beautiful work in so little 

time, with so little effort and so 

pleasing to the boss. 
Remington. Fland 
DIVISION F SPERRY RAND CORPORATION 


TODAY’S SECRETARY ¢ October, 1956 





TODAY'S 
SECRETARY 


October 1956 








as secretary to pollster George Gallup. .. 


she knows how youll vote 


by Rollie Hockstein 


W.. ELECTION DAY just a few weeks ahead 


of us, the whole country is abuzz with a common 


question, steadily gaining momentum: “Whos going 
to be President?” After the bets and arguments and 
jokes, one answer ends all discussion: “Your guess is 
as good as mine.” 

But there is one man whose guess is better than 
any other. He's the man with a finger on the pulse 
of the American public—Dr. George Gallup. His Gal- 
lup Poll has been recording and analyzing the voting 


plans of the United States citizenry for the past twenty- 
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one years. Some eight hundred interviewers have been 
questioning a cross section of our population since last 
spring. They have sent in their reports to be collated, 
interpreted, and published as the major political 
weather vane forecasting how the wind will blow on 
November 6. 

As an opinion researcher, Doctor Gallup is one of 
the world’s most distinguished political scientists 
Founder and director of the American Institute of 
Public Opinion, he is sought after for lectures and 


magazine articles; industrial consultations; and radio, 
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Doctor Gallup is always “in” for phone calls. 
His secretary, Connie Wright, likes 

this open-door policy because “I don’t 

have to be the villainess, turning people away.” 


newspaper, and television analyses. As boss to secre- 
tary Connie Wright, he is folksy and so modest that 
he insists upon being called “Mister” rather than his 
academic title of “Doctor.” 


THE NERVE CENTER OF THE GALLUP POLL is a two-story, 
red brick building in Princeton, New Jersey. Princeton 
is a quiet and beautiful university town in the heart 
of the Jersey farmlands. Its main exhibit is, of 
course, Princeton University, with its magnificent ivied 
buildings, gracious walks, and world-famous library. 
Just a few blocks from the green campus stands the 
Gallup headquarters, likely to be overlooked because 
of a shingle on its front door that reads: Bell Tele- 
phone Company—but the sign is just for the front of 
the building, which is rented out. 

Go in through the side door, up a half-flight of stairs, 
and you'll see a door marked “Gallup & Robinson, Inc.” 
(In this office, one phase of the research operation is 
carried on.) Another office is labeled “Opinion Re- 
search,” and still another—humbly denoted by only a 
room number—houses the vice-presidents and the 
director of the American Institute of Public Opinion. 

At a triangle of desks sit the executives’ secre- 
taries, their bosses in a room beyond. The pivotal 
lesk belongs to Connie Wright, and to Miss Wright's 

‘tis the door to Doctor Gallup’s “thinking place” 

homelike office decorated in Early American 
tradit 

Det lv not an antique is Constance Wright, who 
is very ‘ and very pretty. She says: “It’s a good 







~ 


thing my desk is so close to Doctor Gallup's office. 
He's always forgetting something—his briefcase, his 
hat, or his eveglasses. And I'm always running after 
him with whatever he has forgotten. He says he’s 
going to give me a track medal one of these days.” 

Connie’s boss is president of Gallup and Robin- 
son, an advertising and television research firm, and 
also heads Audience Research, Inc. His various 
enterprises are so efficiently organized that Connie 
works with none of them directly. Her chief 
functions involve Doctor Gallup’s individual corre- 
spondence, typing, and appointments. “Mostly,” she 
says, “I try to get my boss to get things done on 
time.” 

She continues: “Doctor Gallup is about the nicest 
man I’ve ever met. He is wonderful to work with 
because he loves his work, has a great sense of humor 
and a really easy-going personality. He never raises 
his voice. But he is a terrible procrastinator. 1 must 
remind him and remind him and then remind him 
that I reminded him.” 

Connie calls herself a “stickler for promptness.” 
At the beginning of each week she types up her boss’ 
schedule of deadlines and appointments. She keeps 
duplicate calendars—one for him and one for herself. 
Each morning she props up an individual schedule 
for the day against the brass lamp on his desk. Yet 
behold!—Connie on the telephone, frantically reading 
to NBC the script that should have been mailed yes- 
terday, while Doctor Gallup is at his desk still working 
on the last page. 


14 TODAY'S SECRETARY ¢ October, 1956 








| 













Upper tert: Nerve center of the Gallup Poll is 
a two-story, red brick building in Princeton, 
New Jersey. Connie lives nearby and drives 

to and from work each day with her father, 
who also works in the vicinity. 


Uprer nicut: Lunch is often a light snack, eaten 
near the lake. Favorite noontime menu— 
a bacon-tomato-lettuce sandwich and a coke. 


Lower Lert: Lunch hour is also a time for 

relaxing. Connie finds a pleasant stroll on Princeton 
University’s campus one of the nicest things 

about her working environment. 
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Since last spring, Doctor Gallup has been appearing 































on NBC radio and television programs to interpret 
his polls and to discuss the background of public sur- 
vevs made during preconvention and campaign peri- 
ods. He faces TV cameras weekly, on the “Today” 
and “News Caravan” programs. His reports are broad- 
cast daily, as part of NBC radio news programs. Con- 
nies major effort: to get first his scripts and then him 
into New York City in time for his appearances. 

Connie tries to stick to a basic daily schedule. She 
explains that every day has its variations, but her 
exible plan goes something like this: 

§:15—Arrives at work, checks Doctor Gallup's cal- 
endar against hers, types his appointments and “must 
do's” on a 3 by 5 card, props it up against his desk 
Jamp, where he can’t miss it (but sometimes does ). 

8:30—Opens mail addressed to her or her boss 
(about fifty letters a day), separates the pieces that 
should go to other staff members, sets aside those she'll 
answer herself, finds a place on Doctor Gallup's desk 
for the ones he must attend to. 

9:30—Now phone calls begin to punctuate Connie's 
efforts to catch up on yesterday's typing and collect 
the autographed photos, reprints, and general infor- 
mation that her mail has requested. 

10:15—Doctor Gallup arrives with an unhurried, 
“Good morning, Connie.” He starts revising the scripts 
that must be phoned in to NBC at 10:30. Connie picks 
them up page by page and retypes them, keeping 
about one page ahead as she reads the script to the 


secretary of the NBC producer. (Continued on page 48) 
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typing therapy 


BY FRED WINGER 
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Commonwealth Produch 


KNOWN THROUGHOUT THE NATION 














Execulive Offices... . 220 Berkeley Street, BOSTON 17, MASS. 


August 1, 1956 


Mr. JOhn B. Johnson 
235 Dearborn Street 
Chicago 5, Illinois 


h 


Dear r. Johnson: 





Supply to our salesmen is being sent to lyou 
separately. 


CG ) We feel confident that you will find hte products 


we handle of excellent quality. Many young men 
are now finding our program ot_their liking, and 
we trust that you will react in e manner. 









“ 


We jpse to receive a favorable reply in the very 
near future. In case you decide not to join our 
fine staff, we would like you to present our story 
to an acquaintance who might become interested in 
what we have to offer. 


Sincerely yours, 


G. B. Head, Manager 
Sales Department 
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How often do you scrutinize your own typewritten work to detect bad techniques 


that may be the cause of many of your errors? The sample letter on the opposite page contains 


typical irregularities that are the result of some poor technique. 


Each is numbered for identification. Care was taken to touch on both manual 


and electric techniques whenever these were important factors. 


(1) Shifting Techniques 
(a) Cause—Hanging on to the shift 
kev too long when the next letter is 
struck with the same hand, espe- 
cially on the electric typewriter. 
Remedy—Release the shift key 
the moment the capital letter has 
been struck. 


(b) Cause—Poor timing in the shift- 
key action. The shift key is on the 
way down or up when the letter is 
struck. 

Remedy—Practice a one-two- 
three count for shifting: depress 


shift—strike letter—release shift. 


finger other 
than the little one to shift; or, mov- 
ing the entire hand out of typing 
position as the little finger shifts. 

Remedy—Anchor the “f" and “j” 
fingers while shifting (drawing the 
second and third fingers toward the 
palm eases the motion for most 
tvpists ). Type the following line in 
all caps, but don't use the shift 
lock. Type slowly and carefully: 
VIVIAN GOT A BIG DOG FOR 
THE GIRL. (This is a balanced- 


hand sentence. ) 


(c) Cause—Using a 


(2) Spacing Techniques 
(a) Cause—When a left-hand letter 
is touching a right-hand letter at 
the beginning of a word, it is due 
to a conflict between the first letter 
and the space bar. 
Remedy—Always link the space 
with the preceding word. Type an 
easy sentence and think “Space” or, 
type a line of left-hand words and 
strive for sharp spacing: as at was 
saw dad few ear sew fast. 


(b) Cause—A defective space-bar 
motion caused by insufficient 
thought to spaces or a_too-light 
thumb action—this 


otten occurs 


when changing from an electric 
typewriter to a manual. 





Remedy—Follow the same exer- 
cise recommended in 2a, and re- 
duce the typing speed to permit 
more stress on spacing. 


(c) Cause—One of the most com- 
mon problems when changing from 
a manual to an electric typewriter 
is extra letters. If it is a right-hand 
letter, it is apt to be the result of 
an incorrect spacing technique. 

Remedy—A tapping action is best 
on the electric tvypewriter—a rotat- 
ing action tends to pull another key 
with the one you are striking i.e., 
“1” “kk.” Type the alphabet and 
think “Tap,” as you space with a 
tapping motion. 


(3) Carriage-Return 
Techniques 

Cause—lrregular left margins might 
be due to some machine defect; 
but, when the starting line is one or 
two spaces in from the left margin, 
it is more apt to be due to poor 
carriage-throw techniques. 

Remedy—In returning the car- 
riage on the manual, it is necessary 
to strive towards a consistent throw 
every time. One should put the fin- 
gers together for strength, take up 
the slack of the carriage return, use 
a quick throw to get the carriage to 
the end of the line, and give the left 
hand time to get back to the key- 
board. (If the tvpewriter tends to 
turn away from you, you are not 
actually throwing the carriage. ) 
Time spent in developing a correct 
and fast carriage throw will pay big 
dividends because of the high fre- 
quency of this arm-hand motion. 
Electric operators will also find it 
advisable to strive for a flick of the 
return key while keeping their eyes 
on the copy. Actually, this tech- 
nique permits the typist to relax 
momentarily each time the carriage 
is returned. 
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(4) Downhill Typing 
Cause—Almost anyone who has 
typed very long has had the experi- 
ence of stopping to erase or moving 
the cylinder forward or backward 
and finding the next letters running 
downhill. This comes from having 
moved the cylinder and, on return, 
not getting it back into its spacing 
cycle. 

Remedy—Whenever you move 
your line of writing up or down, al- 
ways turn it several lines above the 
writing line first; then bring it back 
with the manual or electric carriage 
return rather than the cylinder 
knobs. This procedure will click the 
cylinder into the regular spacing 
cycle, and give on-the-line typing. 


(5) Transpositions 
Cause—When letters are transposed 
within a word, it is usually caused 
by some weakness in the reading or 
thought processes. Since a_ typist 
normally reads so much faster than 
she types, it becomes easy to get 
into bad habits, like reading too far 
ahead of the hand movement, let- 
ting a strong response dominate a 
weaker one, excessive eye move- 
ments, or hurried end-of-the-line re- 
sponses. 

Remedy—A_ typist who _ finds 
many of these letter transpositions 
in her work should make every 
effort to develop the habit of per- 
ceiving each letter as she types it. 
Some good concentration exercises 
are: type a sentence backwards, 
type words in a series backwards, 
type a foreign language, type diffi- 
cult or technical copy, and read 
only a word at a time while typing. 





This is the first of a series of five 
articles on typewriting by Dr. 
Fred Winger. The second article 
will appear in the November issue. 
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Is It “For,” “Fore,” or “Four”? 


LILLIAN 


HUTCHINSON 





(KEY TO TEASERS ON PAGE 54) 


WOTAS /can be teasers 


Should for, fore, or four appear in the blank spaces in the following words? 


: 


9 


oda close —_—— a a acess me Te caves 9. . some 
eye bear (to refrain ) 4. ..... teen re 8. there..... (hence) 10. ..... getful 


Here Are Ants to Begin With 


Whether or not certain words are spelled with an ending ant is a well-known puzzle. Each of the follow- 


ing brief definitions, however, indicates a word that starts with ant. How many words can you recognize? 


l. 


9 


3. 
4. 


2. 


Very old. 

An instinctive dislike. 

The opposite of subsequent or consequent. 
Relating to the region near the South Pole. 
Hostile. 


From Colloquial to Formal 


6. To expect. 

7. An element, used chiefly to impart hardness to alloys. 
8. The direct opposite. 

9. A remedy to counteract a poison. 

10. A word of opposite meaning to another word. 


Each of the following sentences contains an expression that, though permissible in spoken English, 
should be replaced by a more acceptable expression in formal or written matter. Try your hand at sub- 


stitution. 

1. As soon as I am through filing, I will help you. 

2. She baked a tasty meat loaf. 

3. Sue was terribly disappointed to miss the dance. 
4. This letter contains quite a few mistakes. 

5. His check was no good. 


Splitting Words 


~ 


Each of the following sentences contains an italicized ¢ 
these should be separated into two words? Hint: Also w 


Lh 


9 


Ul m& OO 


The letters are already to be signed. 


If Ross Brothers doesn’t carry the goods, maybe Pear- 
son’s has it. 


. We plan to install indirect lighting in our firm. 


Everyone of the staff was given a raise. 


I have already checked the mailing list. 


Unsimplified Spelling 


3. Lam mighty glad to hear of your success. 


I guess I'll stop at this point. 
We have company this evening. 
I was just tired out. 


My brother has located in New York. 


‘compound, shown as one solid word. Which of 
atch the spelling. 


Please come into pick up your order. 

I shall be glad to assist in anyway you wish. 

It maybe possible to procure a ticket after all, 
Her attitude is indirect contrast to Alice’s. 


It was sometime before I could repeat that verse cor- 
rectly. 


The following “words” appear as they are pronounced. What is the correct spelling of each? 


a 


lam 2. trof 3. gost 4. qu 5. tho 
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ry\O THE AVERAGE secretary, 
| a job is a nine-to-five, five-days- 
a-week, fiftv-weeks-a-year task. 
Each morning she enters the same 
office, sits at the same desk, takes 
dictation from the same boss. It 
may be fascinating or routine, busy 
or slow—but one thing is sure. At 
any given hour of any given work- 
ing day, Miss Average Secretary 
knows where she'll be and, in gen- 
eral, what she'll be doing. 

There's another type of secretary, 
however, to whom the word “job” 
has a somewhat different meaning. 
True, it includes the usual secre- 
tarial duties—typing, dictation, tak- 
ing care of the mail. But her job 
may last for only a few hours a day, 
or several days a week. Her boss 
and her office are subject to daily 
change. She leads a_here-today, 
there-tomorrow existence, with 
good pay, interesting working con- 
ditions, and a never-ending source 
of variety. 

This secretary works for one of 


part-time 
secretarves 





the firms that supplies part-time 
employees where and when they 
are needed. A department store, for 
example, may want to add to its 
office staff during inventory week. 
A lawyer may require someone to 
fill in for his vacationing secretary. 
An author may need a shorthand 
expert to take notes on his latest 
manuscript. In these, and a hun- 
dred other cases, a call to one of 
the temporary help services will 
result in the desired number and 
kind of workers. 

ONE SUCH SERVICE is Manpower 
Inc., which has 78 offices through- 
out the United States and branches 
as far away as Havana, Paris, and 
Johannesburg, South Africa. Man- 
power, Inc., is not an employment 
agency in the usual meaning of the 
term. Rather, it serves as an em- 


ployer, maintaining a pool of 
trained, efficient secretarial workers 
who can take a letter or type a 


manuscript with great aplomb. 


BY MARY 


value 


The service hires and pays all 
employees, and then bills its various 
clients at standard rates. A four- 
hour stint is the minimum term of 
employment, but some girls have 
stayed as long as nine months in 
their “temporary” positions. Em- 
ployees agree not to accept a full- 
time job; their part-time employers, 
in turn, agree not to pressure them 
into taking permanent positions. 

These part-time secretaries give 
full-time value on any job they un- 
dertake. 


have turned out to be even better 


In some instances, they 


workers than many of the regular 
employees, probably because they 
must prove their worth on each 
new assignment. 


THERE ARE as many reasons for 


wanting a part-time job as there 
are secretaries who take them. One 
girl may decide that additional edu- 
cation would give her a big boost 
up the business ladder. A return to 
school is in- 


(Continued on page 55) 





















BY RICHARD E. WARD 


rPVAKE A LETTER to President Eisenhower.” Thus 

began my fourteen months as secretary to Alexander 
Wiley, senior senator from Wisconsin. It wasn't a 
spectacular beginning, but it indicated that my job 
might be interesting. The indication was right. 

| obtained my job on Capitol Hill after a two-year 
stint in the Army, as secretary to the commanding 
general and chief of staff at Camp Chaffee, Arkansas. 
At the time of my Army discharge I had decided to 
go to Washington; and, when funds started running 
low, I filed an application for a secretarial position 
with a local employment agency. The agency referred 
me to Senator Wiley, and I began work on a trial 
basis. Three days later, I was hired permanently. My 
boss had mailed the letter to President Eisenhower 
along with a few dozen others. My trial run was a 


success. 


[ SUDDENLY FOUND MYSELF at the receiving end of that 
ever-popular suggestion, “Write to your congressman.” 
The letters that pour in from the public create a major 
portion of the work in a senator's office. He receives 
hundreds of letters a week—sometimes more than a 
thousand when a particularly controversial issue is 
under consideration. One of my duties was to review 
the mail and channel it to the proper staff members 
for action. This was a duty that proved to be an end- 
less source of interest and amusement. 

We received many intelligent and sincere letters 
concerning legislation, asking for assistance, and mak- 
ing suggestions. Since one of the most personal con- 
tacts a senator can have with his constituents is through 
an exchange of correspondence, these letters were al- 
ways given consideration and handled in whatever 
manner was deemed necessary. 

Not all the mail was constructive, however. There 
was another type. For instance, one gentleman enjoyed 
sending us poetry. We could never be sure, from the 
cryptic messages he sent typed on postal cards, just 
what he wanted the Senator to do. One of his mes- 


sages went this: 
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The Debt Limit 
The debt limit must be raised once more, 
What a time-worn refrain, 
Excuse given this time: 
A new rat-hole found in Spain. 


One lady wrote requesting that the Senator send 362 
members of the Russian Embassy home at once. (She 
had discovered that the Russians had that many more 
representatives in Washington than the United States 
had in Moscow.) Possibly she didn’t realize that this 
was somewhat beyond the Senator's scope of activity. 

Every mail delivery contained suggestions for solv- 
ing Government problems. Believing that the United 
States had a surplus of tin, one writer suggested that 
“the questionable excess of tin could be consumed in 
a short time by varied production, including tin hats 
for women.” | wonder if his wife would have worn one. 

\fter wading through one letter that left me in com- 
plete confusion, | discovered why. It was signed “The 
Ghost of Benjamin Franklin.” This letter received no 
reply. And then there were the crusaders who filled 
the mails with literature. The Senator once received 
a two-page pamphlet published by the “Antiderision 
League.” This, it turned out, was an organization of 
women whose purpose it was to condemn and dis- 
courage criticism of their sex. The pamphlet outlined 
a ten-point program aimed at eliminating unflattering 
remarks made concerning them. These included the 
charges that women are poor drivers, that they gossip, 
that they can’t keep secrets, that they henpeck, etc. We 
never learned what headway the League made, but it 
had some interesting ideas. 


IN ADDITION TO THE MAIL, there was the never-ending 
How of visitors that passed through our office. Some 
of our visitors were people from the Senator's state 
who wanted to consult him on pending legislation; but 
most of them were constituents who just wanted to 
shake his hand. They came from towns, large and 
small, in all parts of Wisconsin. He was always happy 
to greet them. 
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“Life on Capitol Hill is always 
busy, always intriguing,” says 
Richard Ward. And we think you'll 
agree with him after reading this 
account of his fourteen months in 
Washington as secretary to Senator 
\lexander Wiley of Wisconsin. 


While typing a letter one day, I was startled to hear 
a male quartet in the next room, bursting into the 
strains of “Mandy.” The international barbershop quar- 
tet champions were from the Senator's State, and they 
were in the office to demonstrate their talents for him. 
This kind of situation was typical of our working en- 
vironment. If it weren't a quartet, it was a State 
beauty queen or the winner of a milking contest or 
the most look-alike twins in Hoover County. 

We also had our share of distinguished visitors. It 
was one of these visitors who brought me a moment 
of personal triumph, although he never knew it. Gen- 
eral Matthew Ridgway, in his capacity as chief of staff 
of the U. S. Army, visited the Senator one day for a 
conference. | wandered into the front office and noticed 
that the General had left his cap on a chair. Having 
put my corporal’s stripes into mothballs only a month 
or so before, the memory of the Army still rankled in 
my bosom. I snatched the General's hat from the chair, 
put it on my head, and danced a jig around the room. 
Through some irrational mental process, the thouglit 
of General Ridgway’s cap on a corporal’s head gave 
me an odd sense of satisfaction. 

Visitors to the office inevitably remarked that “the 
place looked just like a country newspaper office.” This 
comment was completely justified. After fifteen years 
of occupation by the same senator, an office becomes a 
potpourri of contemporary American history. Stacks of 
Congressional Records lined the walls. Congressional 
bills, copies of practically every newspaper published 
in his State, reprints of all kinds, Government publica- 
tions, and dozens of filing cabinets all had their places 
in the Senator's office. Autographed photos of dozens 
of past and present senators, congressmen, and Govern- 
ment officials hung on the walls of our reception room 


Democrats on one side and Republicans on the other. 


OURS HAD THE REPUTATION of being the most “country 
newspaperlike” of all 96 senatorial offices. It was a 
standing joke among Senate employees. 


(Continued o ) 
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Psychology Terms in GREGG SIMPLIFIED 
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abnormal psychology 
affective symbolism 


Nr, 


a> 


aggressivity 


“2 
alcoholic psychoses 
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ambivalent TG 
ambivert 


ys 
Pz 
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American Orthopsychiatric 7 o-™ 
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amnesia om 4 

antagonism SS | 
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antisocial ae 

anxiety-laden a - 

apathetic be - 

autism “a—_— 


autocritical ad > 


behavior deviation 


Bender-Gestalt Test 
borderline case Co 


case histories “Ot a 
catatonic type a 


causative factors ) 


character transformation 


charismatic C 


clinical 


compulsive 


conceptualize (Zz 


conflict-reductive E f, 


consultation service } 


conversion neurosis y, a 


creativity , wy +? 


deep personalization ‘ ‘2 


defense mechanism 


delirium 


delusional 


dementia praecox ¢ 
dementing processes 


dependency ¢ 
deviant 


Dilantin 4 
disorientation 


dualism 


dynamic psychology GP 


eccentric Pe 


effective repression 4) 


effectual individual 


egocentricity Z a" 


egotism g 
electroshock 
emotional disturbances 
emotional quotient 
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empathy 
encephalograph 


epileptic id 
epilepsy 


exhibitionism 
extroversion 


fabulate 

fantasy —_s 
fictive goal ; ar } se 
fixation 


formed thoughts 
free association 
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hyperactive CF) f - 
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hypoanalysis $ 7 
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hysterical = 
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illusion Qo 


imbecile 


implicative & 
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inhibitions 
instinctive drives 


institutionalization 
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intellectualize - 
internalize g 
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intrapsychic ae 
intropulsive Coa 
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introspection 
introversion 


investigative therapy 
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maladjusted ses I 

maldevelopment 
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manic quality 
manipulative 
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mannerisms 
masochism > 
materialistic eee — ae 
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maturation 


melancholia 
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miscomprehension 





motivation 
Mongolism 


narcissistic —_ 
negativistic 


neurasthenio - aad 
neurologist 


neuropathist 
neuropathy 


neuropsychiatric 
neuroses - . 
neurosis -> 
neurotic 
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normalcy 
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a J 
optimum treatment CY 
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psychogenic 
psychological examination 
Puiu > 
psychopathic 4 OF . 
psychosis “ G 
a fs 
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BY KAY BUTNER 


Personnel Director, Popular Science Publishing Company 


The Problem of the Older Employee 


AM TWENTY-EIGHT and am 

now employed as an adminis- 
trative secretary to the treasurer of 
a large business firm. In addition 
to my own secretarial duties, | am 
responsible for the work of three 
other women in the treasurer's of- 
fice. Two of them are intelligent, 
co-operative, and willing; but the 
third, a woman who has been with 
the company for thirty-five years, is 
very difficult to deal with. She 
rarely accepts suggestions, refuses 
to co-operate, and is constantly 
talking about the way things used 
to be done. Can you tell me how 
to work with this older employee? 
THE PROBLEM OF HANDLING the 
older worker is one that has to be 
faced by many persons in positions 
of responsibility. It is a difficult, 
but not impossible task. 

In most cases, the older employee 
is a good, thorough worker and a 
most loyal employee. But we live 
in an ever-changing world, and any 
business must advance with the 
times in order to succeed. Changes 
in procedures, equipment, and even 
in management are constantly oc- 
curring. And, unhappily, the em- 
ployee who has worked for one 
firm for a number of years may find 
it difficult to accept these changes. 

Start out by striving to gain the 
confidence of this older employee. 
You must prove to her that you are 
a good administrator, capable of 
handling your job. Don’t act as 
though you think work is being 
handled in the wrong way, even 
though you may feel that new pro- 





cedures are definitely needed. In 
the beginning, it is best to be pa- 
tient. Let your staff carry on in its 
usual manner. After you have had 
sufficient time to study work meth- 
ods and their results, you will be 
in a position to point out why you 
think a new method of operation 
will produce a better job. 

Most employees—be they young 
or old—take criticism personally, 
particularly when it is made by a 
new and younger employee. There- 
fore, in dealing with a much older 
person, your approach must be a 
particularly tactful one. Point out 
that the manner in which her work 
is done is satisfactory, but that you 
know it can be improved by adopt- 
ing new procedures. Make her feel 
important, and let her know that 
the job she does is a vital one. 

If you try this tactful approach 
and fail, you will have to become 
firm with her. Have her redo some 
piece of work according to your 
method. Tell her that you expect 
her to work with this method in the 
future. 

Of course, we assume that when 
you were first employed your boss 
made known to your staff your 
position and the extent of your au- 
thority. If this older woman re- 
mains completely unco-operative, 
it may be necessary for your boss 
to reaffirm your position. Try, how- 
ever, to solve the problem yourself. 
It will be a good indication of your 
abilities and capacity for responsi- 
bility. 

Treat this older woman in a kind 
and friendly manner. If she talks 
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longingly of the past (and we all 
do a certain amount of reminiscing), 
be a good listener. Humor her. 
Don't be critical or preachy. 
There is one other difficulty you 
may have in supervising an older 
worker. Very often a long-time em- 
ployee may feel that seniority be- 
stows certain privileges. Not so 
long ago, for example, I heard of a 
woman of sixty who reported to 
work at odd hours without ever 
telephoning to make an explana- 
tion. When her boss finally asked 
her the reason for such behavior, 
she simply stated that her work was 
up to date and she saw no reason 
for sitting in the office, doing noth- 
ing. In this case, and in all other 
cases of personal idiosyncrasy, it is 
necessary to make the employee 
understand that she is working as 
a member of a unit. As such, she 
has to adhere to the rules that all 
other employees must follow. 


WHEN DEALING with this older 
woman, remember to treat her in 
the same fashion as the other work- 
ers under your supervision. If your 
attitude is apparent to her, she will 
in time come to see things your 
way. Then she will no longer be 
a problem, but a co-operative and 
vital part of your team. 





Is there a special office problem 
that you would like discussed in 
this column? Submit your ideas 
and questions to Miss Butner, and 
she'll try to cover them in a forth- 
coming issue. 
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Dateline: HOLLYWOOD 


Adele Roy’s day is made up of equal parts of excitement, glamour, and 


hard work—for she’s a secretary in the movie capital of the world. 


BY HELEN WATERMAN 
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Adele pauses for a moment to say 
hello to Tony, Sheilah’s Dal- 


matian, in the hall outside her office. 





Vidst the usual clutter of trade 


news and releases, Adele types 





the final copy for one of Sheilah’s columns. 
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DATELINE: HOLLYWOOD 


(Continued from preceding page) 





When she told her boss of her decision, © 
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Sheilah has a tiny office, 
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BY 
STANLEY 
ENGLEBARDT 


HO EVER HEARD of a secretary doing under- 
cover work for the FBI? Or a secretary, for that 
matter, who can take dictation in three different lan- 
guages and converse fluently in six? Have you ever 
met a secretary who is considered a foreign trade 
expert—by other foreign trade experts? 
Well, then, let me introduce you to Marguerite 
rutiérrez-Najera of the New Orleans Chamber of 
Commerce. She’s the secretary we're talking about. 
Judging from her accomplishments, you'd think that 
Marguerite would be a worldly Hollywood-type girl 
who might carry a pearl-handled automatic in her 
purse for undercover work and who might forever be 
going off somewhere via submarine or the Orient Ex- 
press. "Taint so, however! Marguerite is a bright-eyed 
little woman with graying hair who has held down the 
same desk in the New Orleans Chamber of Commerce 
luilding for almost thirty-eight vears. 


To START AT THE BEGINNING, a revolution brought 
Marguerite to New Orleans. She had just finished high 
school in her native Mexico City when a threatened 
uprising caused her family to flee to the more peace- 
ful clime of New Orleans. There Marguerite applied 
for a job at the Chamber of Commerce (she could type 
and take dictation ) and was hired because of her abil- 
itv to translate Spanish correspondence. 


There was one hitch, though. Marguerite could 
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translate Spanish into English all right—but she couldn't 
speak English. At the convent school she had attended 
in Mexico City she had learned French, Spanish, and 
some English—but not enough English to make herself 
understood. Marguerite arranged to exchange lessons 
with an American woman at the Chamber of Com- 
merce who wanted to learn Spanish. At the end of 
two weeks, Marguerite was speaking English like a 
native; and the woman was still on “uno, dos, tres.” 

Thus started a lifetime of language study for Mar- 
guerite. She enrolled at Loyola University in New 
Orleans, where she studied English at night for five 
years until she won her bachelor of arts degree. Next, 
she obtained permission from the Chamber of Com- 
merce to work part time, so that she could take after- 
noon classes at Tulane University. At Tulane she 
earned her master’s degree, majoring in French 

“I love languages,” Marguerite explains. “Every 
new language I've learned has been a key that opened 
the door to a new world for me.” 

Soon she was proficient in Spanish, French, Portu- 
guese, English, Italian, and Latin. Members of the 
Chamber of Commerce relied on her for foreign corre- 
spondence—and she translated some two hundred let- 
ters each week. She began to acquire a reputation as a 
foreign trade expert, as she gleaned a bit of information 
from each letter. She knew, for instance, what the price 


of coffee in Brazil was at any (Continued on page 47) 
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Mind YOUR Business 


BY MARGARET OTTLEY 








SOME OF US are too prone to worry 2p P > It’too often happens 

Pee al a Tne candice Ot mn to ie — 
ee ee ee i ee -— oe 
eect neon pe Le es gt mg 
f —w a. _ 6? (O —@Ze @Qug 2 7 oe 
C4: FE hl aie ae Ya Me PGA 
2p 3 ~~ (4 Ce 7 & @~ Aw 6 - wo 
- a, “g-s ore te pe 2 C6 om wa* 
Z ot 





Cra——- ore ase 2 Oe) Yh ew ee or = 
‘4 5 
c 2- —a <7r— 7 5 lle F ato a 








How fast can vou read shorthand? You can probably speed through this page, which is based on Chapters One through Four of the Manual, 
i ords eac ir i “ 


Chis material is counted in groups of twenty “standard” words each, so that you can estimate your reading speed. 
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“How to get the most out of your pay check'’—budget-wise r 
separates of Acrilan jersey by Rhoda Lee. Blouse, 
featuring a detachable piqué collar and pear! buttons, 

just $3.98. Skirt, with inverted cluster pleats, $5.98. 

Sizes 10-18, in a wide range of fall colors 

At Jordan Marsh, Boston; The Broadway, Los Angeles. 











Fall F 


At right: For the home sewer—the classic appeal of the 
knitted look is combined with the new fluid silhouette 

for fall by the Butterick Pattern Company. Pictured here, 

an Italian striped wool jersey dress with full skirt 

(the attached hood can also be used as a collar). Sizes 11-18, 
Butterick Printed Pattern 7896. Available at 

leading stores for 50 cents, or order direct from 

The Butterick Company, Inc,, 161 Sixth Ave., New York 13. 












Fashion news this year—the car coat. 
Designer Shirley Falk of Algene presents 
this version in corduroy. Sizes 9-18, $10.98. 
In charcoal, beige, red, winter-green, and 
blue. Tailored skirt of Donegal 

tweed comes in gray or brown. Sizes 9-18. 
$5.98. At L. S. Ayres, Indianapolis. 


At right: Koret of California’s 
“go-everywhere” tweed cardigan suit 
Black flannel skirt with kick pleat. Box 
jacket, with matching flannel binding, 
in blue-and-black or camel-and- 

black. Sizes 10-18, about $25. 

At the Band Box, New York. 
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YOME GIRLS ARE BORN BEAUTIFUL; some sve 
»J born smart. But by the time they are old enough 
to be zipping out letters in a business office, the 
clever ones might easily have as high a beauty rating 
as their pulchritudinous cohorts. Though Miss Clever's 
beauty comes out of a bottle, it is beauty, nonetheless. 
And, because she’s learned how to make the most of 
the cosmetics she uses, her art is not apparent. 

Acquired beauty takes a bit of doing. We less for- 
tunate souls must expend considerably more effort to 
achieve good results. For instance, we must guard 
our complexions very carefully; we must experiment 
with various types of cosmetics until we have found 
the products and the shades that are the most flattering. 


FIRST HONORS IN FLATTERY go to make-up bases. The 
right foundation, though invisible itself, can do more 
to simulate a glowing peaches-and-cream beauty than 
almost any other cosmetic. In addition, it protects and 
Make-up 
bases come in many forms; and the type you choose 
will depend on the amount of oil in your skin, the 
degree of concealment you want, and the method of 
application easiest for you. For most girls, a liquid 
foundation is the happiest choice. This type will easily 
blend into the lightest film, yet it has enough body to 
give the skin a smooth finish and even tone. 
Choosing the proper shade is a tricky business. 


lubricates the skin under other make-up. 


PLACEMENT 
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OVAL FACE—Smile at yourself 
in the mirror, and blend your 
rouge in a little triangle from 
the top of your ‘‘smile’’ out 
along the cheekbones toward 
the upper tips of your ears. 


{ 
I 
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ROUND FACE—Apply rouge 
fairly high on the cheekbones. 
Start under the center of each 
eye and softly blend outward 
and upward over your temples 
toward your hairline. 





Youll want to seek the advice of a reliable cos- 
metician. The most becoming shade is usually one 
that matches the deepest tones of your skin. If your 
complexion is a little sallow or dull, you can brighten 
it with a pinkish shade. On the other hand, if 
your complexion has too rosy a glow of its own, you 
may want to tone it down slightly with a beige or 
ivory shade. 

In using any foundation, apply it sparingly—just 
enough to provide a mere film of color—and blend 
carefully. Bring the base down over your jawline 
and out to your ears and hairline, so that there will 
be no tattletale boundaries. 

Rouge is something you may or may not want to ‘ 
include in your daily make-up routine. If you already 
possess pretty pink cheeks, you will skip this step. 
But most of us have days when our skin looks a little 
drab and sallow, and a tiny whisper of rouge helps. 

Both cream rouge and liquid rouge are applied after 
foundation and before powder; cake rouge is used 
after powder. Today, most girls seem to prefer the 
cream or liquid varieties. These are longer lasting than 
cake rouge and can be easily blended to create a very 
natural look. When applying rouge, start with just the 
tiniest bit. You can always add more if necessary (and 
it usually isn't). The illustrations accompanying this 
article give placement suggestions for various face 
shapes. But there are two rules that are important for 
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LONG FACE—Keep rouge near 
the outer edges of your face, 
starting it under the far corners 
of your eyes. Blend color down 
over cheekbones and back to 
your ears. 


7 Se er oy * 


PHOTO COURTESY BARBARA GOULD 


























all shapes: rouge should never be brought nearer your 
nose than the center of vour eve, and it should never 
be carried lower than the tip of your nose. As you 


apply, blend, blend, blend until you are sure the color 
is just a faint blush. 

— 
NEXT COMES YOUR FACE POWDER. Choose one that is 
within a shade or two of your foundation. The trick 
in application is to be extravagant with the powder 
and to press your well-laden puff lightly to your skin, 


/ instead of rubbing it on. Use fresh cotton to dust off 
any excess powder, paying particular attention to your 
brows and lashes, and the corners of your nose. As 






4 you doubtless know, one of the worst beauty trans- 
gressions is to apply powder with a grimy puff. It’s 
a good idea to keep a supply of fresh puffs in your 
by Helen Whitcomb desk drawer. Dirty puffs are not only unsightly, they 


are downright dangerous; for they breed bacteria and 
can quickly spread infection. 










Now for the grand finale to your make-up—a bright 
dash of lipstick. Be sure that all remains of your last 
lipstick job have been thoroughly removed and that 
your lips are not moist. Blot them with a tissue or 
dust lightly with powder, to make sure—lipstick will 













not cling to vour lips unless they are completely dry. 
For a really artistic job, use a lipstick brush. Just a 
few quick strokes and you will have an attractive, 
clean, sharp outline. Then fill in with the lipstick itself. 


So 
> 


Becca ote 





Your best ally in creating a beautiful, clear com- 
plexion is a light film of foundation lotion. It 

not only gives your skin a smooth, flattering bloom, 
but it helps other make-up cling longer. 












10 PRINT WALLET 
PICTURE HOLDER 
with each order 


WALLET 
nF 4 
PRINTS 
$g00 °:: 

handling 


ACTUAL SIZE (60 for 2.00) 


242% x 34g" 







~Q) LIMITED TIME OFFER: Valuable 
a, Pe. | vinyl window picture holder given 
. with each order of famous ROY 


Wallet Prints Perfect portrait 
snapshots for job, school, pass 
port applications a lasting 
meme nto to give and exchange 
with family and friends. Send us 
ture or negative with 
$1.25 hict nclule andling for each pose 

get back vour original with 25 beautiful ROY 


PARENTS; 


+ MAGAIINE . 


you 





pic 
} 





its n luxurious silk-finish portrait paper 
along with your FREE picture holder. Order 
today satisfaction guaranteed 


ROY PHOTO SERVICE 


Dept. SK-10, GPO Box 644, New York 1, N. Y. 
FREE PHOTO-HOLDER COUPON 





ROY PHOTO SERVICE 

Dept. SK-10, GPO Box 644, New York 1, N. Y. 
| am enciosing $ tor (25 
Prints $1.25) each of pictures here- 
with. Send FREE Print Holder. 


Name 
Address 
City Zone State 
j Money Enctosed Photo or Neg. Enclosed 





CLOWN EARRINGS 


These delightful “Pag 
painted with all the 


liaeci Earrings” hand 
color and gaiety of the 
cireus itself. Light and comfortable to wear, our 
expressive little clowns—one laughing, one cry- 
ing—are imported directly from Italy. Postpaid, 
a pair $1.00; 


3994 Santa Carlotta St., 


3 pairs for $2.75. Rodolfo Imports, 


La Crescenta, California. 











33" LEARN WHILE ASLEEP! 


X ANGUAGES, VOCABULARY, facts, figures - anything 
spoken can be learned while you sleep with new 
university-tested and proved method. Rush $2.00 
for fact-filled, illustrated instruction book: 
SLEEP-LEARNING, ITS THEORY, 
APPLICATION & TECHNIQUE.” Results 
guaranteed Satisfaction guaranteed. 
Sleep-Learning Research Association 
P.O. Box 610-P, Omaha, Nebraska 







Silver and Turquoise S33 
INDIAN PRINCESS BR. ACELET ~ ® 
e on stylish, expensive- 


Dresses ul 
er\thing vou wear. Lifetime 
finish heavy silver plate, simu 
lated turquoise. You’re satis 
ed or money back. Matching 
necklace only $1 with order 
No COD. We pay tax, post 
ane Mailway Boutique, 538 
Reif Mill Rd., Ambler, Pa. 








TODAY'S SECRETARY 


Today’s Secretary 


Goes Shopping 





Pearl Collar will add 
touch to any wardrobe. It is made with 
over 750 gleaming simulated pearls. 
Beautifully sewn; lined with silk. Hook 
closing in tront. Collar makes an eve- 


glamorous 


ning beauty out of a plain sweater o1 





dress. A really exceptional value at 
just $2.95, postpaid. From Downs & 
Dept. TS, 816 University 
Evanston, Illinois. 


Company, 


Place, 


Fresh Flowers—even in the dead of 
winter. These newly harvested lily of 
the valley pips will bloom in eighteen 
to twenty-one days if ordered before 
December 31. Plants ordered later 
will bloom in twenty-five to thirty 
days. When spring comes, bulbs can 
be replanted outdoors so that they will 


blossom again the following year. 





of the valley 


Twelve lily 
planted in a solid copper bowl of 


pips come 


classic round style. Just $5.95, post- 
paid, from Max Schling Seedsmen, 
Inc., Dept. 725, 538 Madison Avenue, 
New York 22, New York. 


Cleverclip—a decorative, jeweled 
clip that’s as practical as it is pretty. 
Just slip your scarf, stole, fur piece, or 


¢ October, 1956 


and it 
Ideal, 
too, tor keeping a corsage where you 
No more slipping o1 


shoulder bag through the clip, 
will be held securely in place. 


want it. sliding. 





Clip is gold metal, has jewel trim and 
safety-clasp back. You'll find a hun- 
dred ways to wear it. Cleverclip is 
packed in an attractive plastic box for 
giftgiving. Only $1, each, six for $5; 
all prices postpaid. Satisfaction guar- 


anteed. Order from Treasure Trove, 
Dept. TS, Box 253T, Caldwell, New 
Jersey. 

Pursenel—a pretty, practical case for 


pocket tissues. Use it, too, to carry 
an extra pair of nylons or clean white 


gloves. Case is made of rayon taffeta 
in a choice of colors: navy, turquoise, 
royal, or mint. Lined and piped in 


contrasting color. Tissues feed through 





piped slits. Handpainted flowers deco- 
rate the Pursenel; initials or first name 
will also be handpainted at no extra 


cost. A wonderful gift, inexpensively 
priced at just $1, postpaid. From 
Strauss Distributing Company, Dept. 


TS, 2825 Grand Avenue, 


12, lowa. 


Des Moines 


A perfect blending of salad greens 
and dressing can be achieved with 
‘Tossing Tines.” Made of beautifully 
grained hardwood, they enable you to 
toss salads like an expert. When not in 
ise, they rest on bowl’s edge without 











FORCES You to Save || geeverms GUARANTEED 


WEAVE 





$100.00 Every Year! || iieemam NOT TO RUN 
Get Perpetual Date and Amount Banks. Leathe vend “—. NY LONS FOR ] YEAR! 
“_ matically keeps Date 


up to date. Also totals Save Up Te 15 % 
amount saved. Forces 
you to save a quarter On Your Hosiery Bills! 


Now, forget about hosiery 


every day, or date runs for the rest of your 
won't change. Use year life! Yes, thanks to an 
amazing new process, you 
after year. Start sav- may now have the loveli- 
ing right away. Order est full-fashioned 51- 
gauge, 15-denier, 100% 
several. Reg. $3.50. DuPont Nylons—guaranteed 


Now only $1.99 each; not to run for 1 year! You 
“4 can't even make these 
3 for $5.75 ppd. Mail Miracle-Weave Nylons run. 





cash, check or money A famous testing labora- 
tory snagged them, hooked 
order to LEECRAFT, them—vyet not a run ap- 
peared! es, now you can 
Dept. TS, 300 Albany actually cut stocking ex- 
Ave.,Brooklyn 13,N.Y. penses as much as 75 ¢ 


° ° ° P cop ° a ae ” and still wear beautiful 
slipping or tipping. Tossing Tines perfect-fitting nyions. 


can also be used to serve baked po- : ) in 10 Ses Onan 
tatoes, corn, barbecued meat, and We'll Send a Box of CHRISTMAS CARDS | To You 
TO ALL WHO EXTR A pair'as a Pitre GET when 
you oin our amous 
WANT = Sea’ saree weeneervece 
“CASH !} 

















other hard-to-handle foods. Complete 
with storage rack. Just $3.95, postpaid, 
from Arden Sales Co., Dept. T-5, Box 
6160, Edina, Minnesota. 


can change styles, colors, 
or your order as often as 
you like. You can also se- 
ect other nationally ad- 
vertised fashions for men 
and women in place of 
your regular nylons—or 














° —" , \ Rush name, address today for sensa- even skip shipments. Kach 
The Cat’s Meow—a clever little set tional, new fast- selling ‘‘ Feature” cavetons So fully canpeseere. 
, 21-Card Christmas Ass't. Show friends, receive a FREE pair of 
that combines salt and pepper shakers neighbors, everyone and make easy, big nylons with every 4 pur- 69¢ ; 1 ; 
: , we ieee Get facts about 76 money-makers pte you make, Before tria pair 
with a holder for napkins. Wooden gay, cheery Christmas Hi- Lites you. join, examine and 
< i . “2 Ass't..Lovab e Merri- Angels, Religious Ass’ ts co tae exquisite Ny- 
shakers are colorfully decorated, hold ( vrappions, ee SS, I lon Hose. With your order, we'll reserve membership 
J . ‘ gy Ass'ts., for Birthdays and other occasions. in the Wonderwear Club, If you decide not to join 
a goodly amount ot seasoning. Con- y af, OE, Ls, Stationery, Imported Nap- send us a card and we'll cancel your reservation, 
| | te a. k 2 ¥ kins, Gifts many others. Learn all about this amazing plan today—without risk! 
Cale voice mecows whe Shakers Just name, address. Get MAIL _ SPECIAL L OFFER  couPo NOW 
. . ein _ : SEND NO MONEY! new ‘Feature’ C Shristmas —- +. 
‘al with complete money- 





“WONDERWEAR CORP. . Dept. 1 TS-1. 





'E samples of low-priced Per- 
sona! Christmas Cards. No experience needed. 

WALLACE BROWN, INC., Dept. U- og 
11 East 26th Street, NEW YORK 10, N. 


2200 Church Ave., Brooklyn 26, N. Y. | 
I enclose $2.25 for 3 pairs of MIR Ag LE-WEAVE 
NYLONS, guaranteed not to run for ear. Re- | 
serve my membership in WOND EN WE R CLUB 







and send me full details. 

Length: Short (| Med. ) L 

Color: | Light () Med, rk Size. 
Please add 25¢ to cover postage & handling. 








Indispensable to 
Today's Secretary 


? in] VACUUM BRUSH 
WITH FLASHLIGHT 
IDEAL FOR OFFICE, HOME, 
CAR AND TRAVELING! 
Most practical thing Today’s Secre- 
tarv can keep in desk drawer. Re- 
moves lint from clothes, removes dust from fur- 
niture, auto upholstery, etc. Operates on stand- 


shipped C.O. ~ plus postage. (Sorry no C.0O.D,. 

Canada or foreign. 

Lo: Send _F. ASHION < ATALOG._ I [ enclose 10c. 
—_— — 


— 7357 


HAIR ROOT 


unwanted hair PERMANENTLY. Use con- 
veniently at home. When you hove read ovr 


cee e eee So eeceeeeeses Zone... . State ** 
e Snock here if you wish 3 for $2.00 Nylons 





























ard a Yoon $ 50 : instruction book corefully and learned to use 
ave touched. Naghine St anatly into |) ae ae ee we.” es 
rack. Unique, attractive, a perfect Gift! Postpaid WHOLESALE tt] i Wipe] MONEY-BACK GUARANTEE (Our 76th Yeor). —tany 
shower or hostess gift. Just $1.95, post- WATSON SALES CO. of ATMO ! "Seno 5° TODAY FOR Booxcer > Garman 
paid, from Postal Shopping Service, Box +67, Dept. TS, Brooklyn3,N.Y. | MERCHANDISE MAHLER'S. INC, Dept. 85-N PROVIDENCE 15. R. I. 
Dept. SM, 115 Hyde Park Avenue, 














Tampa 6, Florida. 


44 44 
Rose Pillow will add a touch of What Is Your 1.Q. ? 


beauty to any bedroom. It has a prac- 








101 Office Short Cuts 


Valuable as a dictionary is 
newly revised edition of test- 


AT LAST—you may take an approved, reliable ed tips compiled after 3 


tical use as well, for it prov ides ample adult inte lligence test in home privacy and con- ae wd, he oy Re. - 
davtime storage space for pajamas, venience! Clear instructions, confidential report 22 years of teaching” says 
ie . d I " E ” on completed test. Why guess? Others know. Chicago Instructor. $1.98 
lingerie, and slippers. Pillow is hand- Information free. University Test Bureau, Desk REAL NEW BOOKS 
crafted ot lustrous satin. with stem and D14, Box 401, Palo Alto, California. 





Box 1432-T, GPO, NYC 1 


WHOLESALE CATALOG! || f°=sttWatadaitseils 


--America's highest paid profession 





























Big Discounts for your own use. Make $5,000.00 and up yearly in 
Appliances, typewriters, phonographs, your own business. Our 18 lesson 
watches, jewelry, housewares. course prepares you. 15 advertising 


GLENN SWOFFORD men contributors. Get free catalog ST 


1023 Gregory St., Greensboro, North Carolina 







































: 
Imported Stick Perfume WANT TO BE A CPS? 

Exciting cosence extvncted frum Start preparing now for the next CPS exams 

. =F] Francois Villon. TOUCHE with our study guide or correspondence course 

two green leaves of feather-edged Stee Fumes eens Te (write for prices). Used for 4 years in the fa 

af Mi J a rurne » containe ine a J a i - . } » 

satin ribbon. Contrasting stamens in stick. Lasts 3 to 4 months mous Long Beach, Californie, course: end by 

; . Sent direct from Paris (Only students, colleges, and corporations in 32 states 

center of rose. A truly delightful gift eae A Study Guide, $3.08; Practice Tests, $2.08. Texts 

for teen-agers, college girls -in fact for collects i Fore ten Packet available. Business Research Associates Incor- 

; 4 ? : « ee which can no ” prepaid 
just about anvone. Jay Cee Imports, P. 0. Box 1064, San Francisco, Calit. porated, PS Bex FESS, Long Beech 7, Caliterate. 
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“the Sensation” 


100% orlon bulky. Beautifully made and richly 
decorated with exquisite braiding—luxuriously 
soft—hand washable. Sizes: small, medium, large. 


Colors: Beige and White. $10.75 Ppd. 


“the 


lock cardigan. 


Sizes: 34, 36, 


Pink, Beige, 





Allure” 
100% orlon inter- 


Ele- 


gantly hand embroi- 
dered with beads 
and sequins—genu- 
ine pearl buttons— 
luxuriously soft— 
hand washable. 


38, 


40. Colors: White, 
Blue, 
Black. $10.75 Ppd. 
NYC add 3°) sales 


tax. 


Be sure to give correct 


size. Christmas orders filled promptly. Delivery 


The HARAN CO. 


Dept. TS 


2 weeks. 


P.O. Box 144, Forest Hills 75, N. Y. 

















PHOTOS COPED (ERTS 





Original Picture 
Returned 


SEND ANY SIZE 





PHOTO OR NEGATIVE 
FEDERAL WALLET SIZE PHOTO CO. 


P. O. Box 2448, Dept. TS-10 Kansas City, Mo. 











WHOLESALE! 


NECKLACES 
EARRINGS 
BRACELETS 
WATCHES 


Save money on America’s most beautiful jewelry! 
Lowest wholesale prices on Necklaces, Earrings, 


Bracelets, Pins, Watches 


Outstanding values! 


Make finest gifts. Write today for FREE folder, 


wholesale price list. Expect something new! 


LYNCH DISTRIBUTORS 


402-14 Hazlett Ave., Baltimore 29, 








SECRETARIES 





BORROW $50 TO $300 {usr tour. 


You can borrow the fast, convenient 


and easy way. Loans to Secretaries 
on signature only, no co-signers, no 
endorsers, no mortgages. Friends, 
Merchants or Employer will not know 
you apply for loan. Repay in conve- 
nient monthly payments. Full details 
in plain envelope. Mail this ad today. 











CHAS. D. JOHNSTON, Mgr.  Brundidge, Ala. 
a a 
H City State ; 
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Rose Pillow is approximately 15 
inches in diameter. It comes in six at- 
tractive pink, rose, yellow, 
aqua, light green, and light blue. When 
ordering, please state first and second 
color choice. Packed in gift box, with 
clever gift card included. Just $4 each, 
two for $7; all prices postpaid. From 
20th Century House, Dept. TS, Van- 
dalia 


colors: 


Missouri. 


To highlight your new fall fashions 
—imported filigree bracelets. Made by 
German craftsmen, they're light as a 
feather, fully guaranteed not to tar- 
nish. Wonderful with silks as well as 





with wools and tweeds. Available in 
either silver or gold finish. Bracelets 
are $1.25 each, postpaid. Matching 
earrings are the same price. Write 
Veneta Flynn, Dept. TS, 340 East 57 
Street, New York, New York. 


Lovable “Lady”—13 inches of “dog- 
gie” charm. Her coat is washable 
Spanish lambskin of the best quality— 
and her expression is as engaging as 
that of a real Cocker. She’s a cuddly 





pet for children, a “quiet” companion 
for coed or careerist. “Lady” is $5.50, 
postpaid, from Merrill Ann Creations, 
Dept. TS, 102 Warren Street, New 
York 7, New York. 


Christmas Cards from Italy feature 
full-color lithographs of the world’s 
most famous religious paintings, made 
“on location” at the Uffizi and Pitti 
Galleries in Florence. Each work of 
art is framed by a classic Florentine 
scroll in rich colors. Cards are book 
folded and album folded, printed on 
fine quality, parchment-like stock, and 
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bear holiday greetings. Envelopes have 
matching Florentine decoration. A fab- 
ulous value—one dozen cards are just 
$1, postpaid, duty-free. (Note: post- 
man must collect 15 cents foreign- 
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package-delivery fee. This cannot be 
prepaid.) Order your cards from 
Tesori d'Italia, Ltd. (U.S. Agents), 
Dept. TS, 1261 Broadway, New York 
1, New York. Orders must be received 
no later than November 1. 


Quick-Kleen clothesbrush helps you 
keep that neat appearance always. It 
has a chemical foam pad that removes 
dust, dirt, and lint from even the most 
hard-to-clean fabrics. Colorful plaid 
plastic backing; handy finger sling for 
easy use. Use Quick-Kleen to spruce 
up your hat, gloves, coat, suit, skirt, or 





Brush washes clean in 
sudsy water, dries fast. Compact siz 
for carry-everywhere use. Satisfaction 
guaranteed. Brush, complete with 
plastic carrying case, only $1, postpaid; 
three for $2, postpaid. Write Post- 
Way Brush, Dept. B-35, 30 East 20 
Street, New York 3, New York. 


shoes. 


suede 


Sightmaster Fuses should solve the 
often dangerous problem of locating 
and replacing a blown-out fuse. They 
have a built-in beacon light that auto- 
matically glows when the fuse blows. 
You can find the right fuse immedi- 
ately. Sightmasters have six lives, too. 











turning the 
Click 
One of 


They can be renewed by 
satety dial to the 
—and the lights go on again. 
these fuses can last for years. 

Sightmasters are made in 15, 20, 25, 
and 30 amps. Any three for $2.75, 
postpaid; each a different color to pre- 


next position. 


vent hazardous interchanging. UL 
approved, of course. Order from 
A. Lawrence Karp, Dept. TS, 16 Put- 
nam Park, Greenwich, Connecticut. 
One secretary’s bright idea—Skirt 
Savers to keep full skirts safely out of 
the way of chair casters, grease, and 
dirt. Plastic holder can be attached to 


the sides of the chair; 2 


Fogmasters enable you to drive at 
regular speed through the heaviest fog. 
No more groping, peering, or wonder- 
ing what’s ahead. They’re scientifically 
constructed amber contact lenses that 
fit all sealed-beam headlights on 


any 





make and model car. Can be put on in 










<3) FROM THE —~ 
WORLD'S FOREMOST \_ 
WALLET PHOTO PRODUCER 


That’s right... TWENTY-FIVE 
wallet size copies ‘of your graduation 
picture. Ideal for giving friends, rela- 
tives, or attaching to college applica- 







-inch open loop 
seat on each side to 









tions. Made on finest silk-finish, double 
weight paper for permanence and beauty. 


Send ONE DOLLAR with your finished 
graduation yy or glossy print. Your 
original will be returned unharmed with 
order in a very few days. Minimum 
order: 25 pictures from one pose. 
Satisfaction guaranteed or your 
money back. 


™ '™ LARGA-PIC — BOX zZ-20™ 


a jiffy—just press on any headlight and 
they stick. They slide off in less than a 
second. Can be stored in the glove 
compartment of your car until needed. 
Just $1, postpaid, and fully guaranteed 
to satisfy. Write Russell Snow 
pany, Dept. F-96, Waltham 54, 


sachusetts. 


extends over the 


Com- 
Mas- 






: BROOKLINE 46, MASS. - 

i a PEAT Aa - z Enclosed is $ for pictures 5 
| _KING-SIZED f Home a © 
COIN BANK 1 ee s 
1 City Zone( )State . 

Made of handsome durable Secaeuesseoueeoee aoeeuacsee 





plastic; brightly colored top 
and bottom in red, yellow or 
green. Clear cylinder to see 
your savings. Size 5 by 8 
inches. Chrome post, ring 
and 2 key lock. This bank has a foolproof 
patented money slot; takes all coins even 
silver dollars. Only $2.95 two for $5.60 post- 
paid. Guaranteed. 


THE BOWER MANUFACTURING CO. 








NEW! REVERSIBLE DUO-CROSS 





catch skirt ends and keep them neatly 
in place. Skirt Savers are just $2.98 a 
pair—should pay for themselves many 
times over in savings on cleaning and 
repair bills. A real boon to the girl who 
wants to look her best all day long. 








Write to: Arlene Schauer, Schauer Dept. 237 Goshen, indians 
Enterprises, Dept. TS, 16355 West | 

Bluemound Road, Milwaukee, Wis- | : 

consin. § | |[[_—_—_[—-MlTT TA tetas 






Wear it. Give it. For that special oc- 
” * ) casion and be complimented on your 
Pio us good taste. Both sides of the DUO- 


r CROSS have hand embedded bril- 

THE SECRETARY'S $4.98, : liant stones or lustrous simulated 
BOX 
CHARM BRACELET as 


pearls. Neck chain is 18” long with 
Twelve accurate miniatures of the secretary’s 


spring ring and rhodium silver finish 
profession, each beautifully Hamilton Gold-Plated 


Butter Mold—an up-to-date version 
of one of Grandma’s favorite items. It’s 
an authentic reproduction of a Wil- 
liamsburg original, hand-turned from 
hard-rock maple. 


PAID 
to insure long wear. Available stone 
combinations: Pearl and Blue, Pearl 


Butter patties are and White, Blue and White, to en- 
and guaranteed perfect. Charms include pencil hance appearance and accessories. 
sharpener that turns, posture chair that even "tt ly $1.98, postpaid. 


swivels, typewriter, file cabinet, desk, telephone, 
time clock, stapler, adding machine, eraser, water 
cooler plus the inevitable Swiss cheese sandwich 
and coffee! Money back guarantee. Send check 
or money order NOW! 


PERSONALIZED GIFTS COMPANY 
160 Fifth Avenue, Dept. 110-S, NEW YORK 10,N.Y. 








M. F. MURPHY, 555 Orange St., Newark 7,N.J. 














8 BONUS PAIRS 


Finest DuPont Nylon Hosiery. 


Ph LIKE A COLLEGE GRADUATE 


have helped thousands of men and women who have not 
had college training in English to become effective speakers, 


sheer snag 
Pamela Hosiery Mills 
1 Order of 3 PAIRS FOR $3 earns you 1 Bonus 


resistant, long 





Pair. Send just 5 orders; we'll mail you without | writers, and conversationalista. With my new C. 1. METHOD, 
charge 8 PAIRS. MONEY BACK G 4 ARANTEF 

| Sell to Friends —Give as gifts rder for yourself you can stop making mistakes, build up your vocabulary, 
State size length Taupe or Be te N ames and ad speed up your reading, develop writing skill, learn the “secrets” 
dress where to mail, We pay p ag of conversation. You don't have to go back to school. Takes 


only 15 minutes a day at home. Costs little. 32-page booklet 

mailed FREE upon request. Send me a card or letter TODAY! 
Bolander, Career Institute 

25 East Jackson, Chicago . 


PAMELA HOSIERY ‘MILLS 
| 1030 Terminal Way San Cartos, California 





Don 
Dept. 14510, Hilinois 














molded in seconds, personalized with 


MEMO TO A SMART SECRETARY: 


SAVE MONEY! TREMENDOUS DISCOUNTS 
ON NATIONALLY KNOWN MERCHANDISE! 


your initials. Mold has leather 


thong so that it can be hung in kitchen 


own 


PERFUME SAMPLES 


Test before you buy! Get five different fragrances of 


| A 4 | | —— jaa Fh er po gg ~ Tg es the me ost wha amorizing, expensive pe rfume . ‘mi idnight 
Or pi ry - se } - wares, ares. Erecw PS. : “ Shadow,'’ * New Worlds,’ **Elysian,’’ ‘*Temple Goid’’ 
J untry when not In use, 1 OUT gage, Leather Goots, Fiatware, Novelties and Gifts und **alf’* Test them all then order with Confidence 


to-be-welcomed gift. Engraved with 
one, two, or three initials for just $2.95, 
postpaid. From Handy Gifts, Box 509, 
Dept. 27, Culver City, 


the perfumes of your 
$3 for 1¥e drams 
samples! 


MAIL $1 FOR YOUR 5 


WACKER’S PERFUMES 


FOR THE WHOLE FAMILY! WI agg bo Rags Hh merge 

OUR FALL & CHRISTMAS - CATALOG IS READY! Ani you can deduct the cost of 

70 PAGES * ITEMS 

WRITE FOR YOUR Free copy TODAY! 

Calif | JAY NORRIS COMPANY 487-TS BROADWAY NEW YORK 
valifornia. | 


SAMPLES 


1010 Franktin Street, 
San Francisco 9, Calif. 




















TODAY’S SECRETARY ¢ October, 1956 37 

















EVER WONDER what a CPS does 2 » L_- 
\ f+ at s feo 
CH Ae = “3 ~ — 
CO .Q fer r nm & 
é.. i% he —s \ a 
pt eg PO 
— Ler ee ee 


gf 4. GL we tl 7 2 ay 


38 





BY EVELYN K. SLAGLE, CPS 
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HEARS A GREAT DEAL 


( NE 
about “protecting your invest- 


ment.” But investments are not 
made in money alone. Our biggest 
investment is in time and effort. 

Perhaps you are pursuing a 
course in secretarial training. The 
time invested will depend upon the 
course vou have selected and the 
degree of proficiency vou wish to 
attain. To protect that investment 
of time, you must put forth every 
ettort to make the best use of each 
day, week, and month devoted to 
learning the technical requirements 
of a secretarial career. To do less 
than your best is to waste time and 
vour investment. 


THE JUNIOR AND MEMBERSHIP OGA 
Tests, published in this magazine, 
provide good practice for the im- 
provement of shorthand notes. If 
vou obtain one of the Gregg Short- 
hand Corrective Slides, the practice 
tor good notes will be fun. Write an 
outline, then superimpose the basic 
form written in red ink on the slide 
over the character you have made. 
You will see immediately what cor- 
rection must be made. After you 
have practiced the OGA Tests, 
have someone dictate the copy to 
vou, 

The copy that you submit to this 
department for membership should 
be written on good penmanship pa- 
per or on a leaf from your note- 
book, using either a pen or a well- 


TODAY'S SECRETARY 


BY FLORENCE 


sharpened pencil. Be sure that your 
name and address appear on the 
copy. 

In addition to the attractive Cer- 
tificate, you may obtain gold-fin- 
ished Pins. The Gregg 
Ovals Pin, showing “Writing Prog- 


Emblem 


ress,” is issued to Junior Members, 
and the handsome OGA triangle 
Emblem Pin is issued to full mem- 
bers. 

The Complete Theory Test is ex- 
cellent for determining your know!l- 
edge of the principles of shorthand. 
The test is published in Business 
Teacher, a magazine that is avail- 
able to bona fide teachers, on re- 
quest. Ask to have this test dictated 
to vou, and see how well you are 
shorthand! The 
enamel and gold Gregg Ovals Pin, 


doing in blue- 
as well as a certificate, is available 
on this test. You must have 90 per 
cent to qualify. Style and correct- 
ness of outlines are the foundation 
of shorthand writing speed and 
transcription—dont neglect them. 
I~ YOU ARE ALSO READY for dicta- 
tion this month, take the shorthand 
speed tests. The tests published in 
Business Teacher are given at 
trom 60 to 120 
both the 3- 


minute and the 5-minute dictation 


speeds ranging 


words a minute on 
tests. Handsome certificates may be 
earned on all the shorthand speed 
tests. Pins are also available on the 
5-minute tests at 60, 80, 100, and 
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ELAINE 


Director, Gregg Tests and 


ULRICH 


Awards Services 


YOUR 
INVESTMENT 


120 words. It is encouraging to earn 
an award while building shorthand 
speed. 

Since a well-typed transcript of 
letter dictation is your ultimate 
goal, why not take the transcription 
test published in Business Teacher? 
It consists of the dictation of three 
letters, two of which are to be set 
up and transcribed accurately on 
the typewriter. A series of four cer- 
tificates are offered, and each certifi- 
cate entitles you to an OBE Pin 
testifying to your accomplishment 
The first transcription award may 
be earned for dictation at 60 words 
a minute and for a_ transcription 
speed of approximately 12 words a 
minute. 


THE SECOND TRANSCRIPTION AWARD 
is offered on a dictation test at 80 
words a minute with a transcription 
speed of approximately 15 words a 
transcription 


minute. The third 











award is based on a test dictated 
at 100 words a minute, with a tran- 
scription speed of approximately 20 
words a minute. The final transcrip- 
tion award is based on a test dic- 
tated at 100 words a minute, but 
both the original and carbon of the 
transcript must be typed at 25 
minute. Mailable  tran- 
scripts are required. Beautiful OBE 
Pins testify to Junior, Senior, and 
Superior accomplishment. 

There are many awards offered 
for typing, too. All the tests for this 
month, with the exception of the 
5-minute typing speed test to be 


words al 


tvped only once, are published in 
this issue. Turn to the Junior OAT 
Test on page 43. Type this copy 
perfectly and attractively for the 
Junior OAT Certificate and/or the 
OAT Emblem Pin. Advanced typ- 
ists will be intrigued with the Sen- 
ior OAT problem. Trv it! You may 
qualify for membership in the larg- 
est organization of typists in the 
world! 

THE COMPETENT TYPIST TEST may 
be, and should be, practiced as 
much as time permits each month. 
Then type an official test in 10 min- 





utes (maximum of 5 errors allowed) 
to submit to this department for the 
Certificate, which testifies to the 
exact speed attained. Competent 
Typist speed pins are available at 
50, 60, 70, and 80 words a minute. 

If you are a secretary or typist 
in an office, ask your supervisor to 
time the tests for you and sign the 
affidavit required. Full instructions 
are given with the tests. 

Protect vour investment of time 
and money by making the best use 
that you can of every opportunity 
to improve vour skill and increase 
your career potential. 





OGA 
SENIOR 


lhis material includes just about 
every possible shorthand joining—it 
is a real test of your ability to 

write anvbody-can-read-it 

Gregg shorthand notes. 


Emphasize good proportions, a uniform 
slant. and very smooth joinings. 

If you can qualify by penning a 

vood copy of this mater ial, 

you will get the 

Senior OG A certificate or pin, 

thereby becoming 

a full-fledged member of 

the Order of Grege Artists. 





~ 











OGA 
JUNIOR 


This material is “loaded” with 

easy joinings and with fluent blends. 
Practice this test as many times 

as you like, trying to get a 

light, smooth, fluent copy that shows 
your best shorthand penmanship. 


You may copy line for line or 

in narrower columns; you may use 
either blank or ruled paper, Shorthand 
notebook paper is fine. 

Your writing may earn you a 

Junior OG A certificate or pin. 
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Will You Be the Office Thief’s Next Victim? a) A T 


Lunchtime is a pleasant period for most secretaries. That’s the oD U N a tL R 


time when they can get together for their favorite snacks, for 


social chats, and for serious discussions, too. But lunchtime can \rrange - copy attractively 
; , 5. ee on a full sheet of plain 
also bring much sorrow to a secretary. It is then that she is likely paper ' 
to have some office thief take advantage of her carelessness. 
What can a secretary do so that she won’t be the office thief’s Be sure that your copy 
ae ; (1) is neat (type clean and clear) and 
next victim? Here are some precautions: 9 
well placed, (2) contains no strikeovers 
P : ' : , or typographical errors 
1. Keep your purse with you during lunch hours, air-raid drills, Fa peste 
pi (3) is uniformly inde ated throughout, 
or at other times when the office is empty. Otherwise, keep (4) has a blank line between para 
your purse in a desk drawer or locked file case. graphs even in single-spaced material, 


(5) and is correctly spelled 


2. Never mention to anyone that you have a large sum of money and punctuated. 


with you. 


You may, of course, practice 
3. Never hang your coat near a door or keep any valuables in this material as often as you wish: 


your coat pockets. just be sure to submit your best specimen. 


4. Have handy for quick reference the elevator starter’s number. 


vi 


. Never put valuable rings on stands in the washroom. Put them 
in your pocket. And, if you have no pockets, you’ll be wiser 
to keep them on and to wash carefully. 





rO GET YOUR AWARD 
6. Report any strangers who act suspiciously. 


Mail your work to the Gregg Awards 
Department (16th Floor, 330 West 
12 Street, New York 36, New York) 





accompanied by the correct fee: 15 








cents for each certificate; 50 cents 
for each OGA, OAT, or 50-word 
CT pin; 75 cents for each higher- 
speed CT award. * Be sure your name 


and address appear on your paper. 











rom the desk of * Any group of papers submitted 
should be accompanied by a typed 
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OCTOBER COMPETENT TYPIST TEST 
To compute speed, note the number indicated at the end of the last line you copied completely and add 1 for each additional 5 strokes typed. To get gross 
speed, divide total by number of minutes; or, to get net speed, subtract 10 for each error before dividing by number of minutes. 

Count Count 
The days are past when a workman 7 that will add to our enjoyment of life 344 
was expected to labor the entire day 1 for many years to come. Moreover, it 352 
from early morning to late evening and _~ 22 need not be merely a method of using 359 
when he often wore himself out phys- 29 time. We can learn it so well that it 367 
ically in an attempt to obtain an ordi- 36 may become a means of earning addi- 374 
nary living. It was not uncommonthen 44 tional income now or at some future 381 
to work eleven hours foradollaraday. 53 time. And who couldn’t use additional 389 
His modern counterpart is more than 60 income? 391 
likely to work for a dollar an hour, 67 There have been instances where 397 
eight hours a day, and five days aweek, 75 people became so interested in the new 405 
and on the other two days take the 82 skill and found it so satisfying and pro- 413 
family on a pleasure trip or go fishing. 91 fitable that they made a change in oc- 420 
At present, in some occupations, even 98 cupation. Most of us do not know what 428 
the eight-hour day, which was the goal 106 hidden talents we really have and what 436 
of unions a number of years ago, is be- 114 satisfaction we can get from our leisure 444 
ing shortened. Business conditions may 122 hours until we attempt new things. 451 
also change so that the forty-hour week 130 Those who do are happy because they 458 
that is standard by law may gradually 137 have something to look forward to 465 
be reduced. 140 when they finish their work. Life will 473 
Even so, most of us think we are over- 147 not be tiresome when there are so many 481 
worked; but, allowing eight hours for 155 interesting things to do. Life is dull 489 
working, eight hours for sleeping, and 163 when we direct our efforts along just 497 
four hours for eating and dressing and 171 one line, such as a job, or when we de- 504 
getting to and from our places of em- 178 pend on someone else to provide enter- 512 
ployment, there remain four hours a _ 185 tainment for our leisure hours. 518 
day and two entire weekend days, for 192 Interest in something besides our 525 
shopping and leisure activities or any- 200 work gives us time to think. We are __ 532 
thing else we choose to do. How this 208 often too close to our problems to see 540 
time is used should be given special 215 them in their proper relationships. Our 548 
consideration by each of us. 221 thinking is conditioned by our sur- 555 
Needless to say, its first purpose isto 229 roundings and the people we see each 563 
refresh our minds and bodies and stim- 237 day. But when we are busy at some- 569 
ulate us for our daily work. Thus we 244 thing not connected with our work, we _ 57 
think immediately of rest. But rest does 253 can often think of a simple solution to 585 
not of necessity mean loafing or doing 260 a troublesome question. In our day at 593 
nothing at all; it may mean achange of 268 least two prominent men have found _ 600 
occupation or a change in the pace of 276 relief from the tensions of life by paint- 608 
work. It may also mean doing some- 283 ing pictures. Although favorable com- 616 
thing so interesting that we give no 290 ments have been made on their work, 623 
thought to the amount of time and 297 it is doubtful whether either of them 630 
energy it takes, something so enjoyable 305 ever hoped to produce a masterpiece. 638 
that we come away from it feeling com- 312 But painting gave them time to think. 646 
pletely refreshed. Since this occupation 321 With some hobby or leisure activity, 653 
has our wholehearted support, it may 328 we can enrich our lives. 658 
easily grow into a hobby or a new skill 336 a a nl ae eee ee eee nee 
Written especially for Gregg Awards candidates by Dr. Adelaide Kauzer, of the 


State Teachers College in Emporia, Kansas 
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TRANSCRIBING SPEED PRACTICE 





The material belou the same as the ¢ os Test acre the page, and it is pre ded so that vou can test and comp ft 
from shorthand. Compute your rate on this word-counted material in the same way you do when typing the C.T. 
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without a 
trace 
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ALL SER 


No mistake about it! 
No eraser in the past 
fifty years has made 
such an impression as 
AW. FaBErR’s pencil- 
shaped, white-polished 
ERASERSTIK. 





It is an important 
tool for every girl 
who is ambitious to get 
promotions and pay 
increases—because it 
helps her turn out 
beautiful letters. 
ERASERSTIK erases 
without a trace, leaves 
no frizzles, no ghosts. 
Takes out a single 
letter without blurring 
the word. 





AL 
alt 








AW.FABER GRASERSTIK 





No mistake about it, 
ERASERSTIKS are office 
pets—and so are the 
girls who use them. 
Pick up a couple today. 












AW. FABER ERASERS TZIK © 





7099 without brush 10¢ 
7099B with brush 20¢ 


A.W.FABER 
CASTELL 


PENCH CO 


INC. NEWARK 3 


N. J 








OFFICE SHOPPING CENTER 





Letters can travel inside parcel-post 
fourth-class mail according to a new Post 
Office regulation. The problem of taping 
the letter to the 


separate covering 


outside or 
letter is now ended. 
This is an added convenience for business, 
personal, and out-of-the-country mailing. 

Just place one of Dennison’s new labels, 
which read “First Class Mail,” and 3 cents 
additional postage on the outside of the 


sending a 


multiple-form sets. Provides nonsmudg- 
ing carbonizing up to 17 copies and 
eliminates time-consuming carbon sheets. 
Also, selected information need not be 
duplicated. The carbon is applied onl) 
where you need it. This simplification re- 
sults in greater efficiency in everyday us¢ 

A unique sample kit containing perti- 
nent information and actual samples of 
spot carbonizing is now being offered free 
by Spot Carbon Products, Dept. BR, 
54 Lafayette St., New York, New York. 


Hanson Desk Post Office Scale, No. 
i562, does away with guesswork by ac- 
curately weighing letters and giving the 
correct amount of postage needed. This 


tucked inside. 
Labels may be 
tionery stores. If not available, 
inquiries to Dennison Mtg. Co., Dept. TS, 
101 Park Avenue, New York, New York. 


The Light Touch for your typewriter 
—be it at home or in the office. Handsome 
lamp has a sturdy, flexible arm—angle it 
as you wish. Easy to set up; fits either 
portable or standard typewriter. An ideal 





way to have plenty of light where and 
when you want it. Lamp comes in three 
colors—gray, green, and pink. Just $4.98, 
postpaid, from Interior Trends, Dept. TS, 
56 Underhill Avenue, Brooklyn 38, New 
York. 


A highly versatile product by Spot Car- 
bon Products makes it possible to dupli- 
cate forms with maximum efficiency and 
economy. The basic process is the appli- 
cation of carbon in certain predetermined 
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package—and off it goes with the letter 


obtained in local sta- 


send 


model now comes with a postal guide (in 
itself worth $1) and an 


assortment of 
labels and stickers. 


There is room in its 





base for a roll of stamps and for mis- 
cellancous items used in mailing. The 
scale sells for $4.95, postpaid, from Glass- 
craft Mfg. Co., Dept. TS, P.O. Box 7 


920 Chicago Avenue, Evanston, Illinois. 


Dizzy Desk Signs, designed to bring 
forth laughter, no matter how tense the 
office atmosphere or how blue the day. 
Let one staff member ( yourself) head the 
“Ulcer Dept.”; promote another to “8th 
Vice-Pres.” The whole office will share in 
the fun. Signs are made of sturdy black 





plastic, bordered and lettered in white. 
They measure a full 2 x 9 inches, and 
come complete with stand. Only $1 each, 
postpaid. Order from Gifts ’n’ Gadgets, 
Dept. TS, 31 West 47th Street, New York 
36, New York. 





SECRETARY IN SIX LANGUAGES 


Continued from page 27) 





given instant; she knew what tvpe of hardware was 

















“and we want to tell others about the advantages 
of our shipping facilities.” 

Marguerite (whose father was an author) has won 
a literary award for a poem in French and has written 
articles for Latin American newspapers focusing at- 


























needed in Riobamba or Bolivia and the grade of tention on New Orleans and its environs. Her histor- 
lumber growing in the forests of Panama. Marguerite ical and commercial articles were printed in over 72 
was instrumental in bringing many American and Latin American newspapers and gained her a reputa- 
Latin American businessmen together. tion as one of New Orleans’ ablest promoters. 
\WWHEN FOREIGN BUSINESSMEN VISITED NEW ORLEANS, DuRING wWorLD War ur, her reputation even reached 
Marguerite would be called on to speak to them and the FBI. The Bureau needed someone with a finger 
to act as interpreter. If they had any business letters on the pulse of Latin America, where there was a 
to dictate, she'd take them down in French, Spanish, constant flow of vital information. Marguerite ex- 
or English shorthand, and then transcribe the notes changed many hundreds of letters each week with 
. into anv one of six languages. Letters were typed on South American businessmen. She constantly read 
: an Underwood typewriter equipped with a combined the South American newspapers and had many per- 
: French, Spanish, and English keyboard. sonal contacts who could report anything that might 
n The director of the New Orleans Chamber of Com- be important. From her desk in the Chamber of Com- 
merce comments, “She was an asset to this organization merce, Marguerite sifted information for the FBI 
7 from the first day she set foot in the office.” that proved helpful to our war effort. 

Marguerite was also able to make use of her lan- Marguerite’s boss, Mr. A. E. Brandillo, who is a 
guage ability in New Orleans gay Vieux Carré, where veteran head of chambers of commerce in the United 
she made many friends. States, minces no words about her value. 

“After all.” she explains with a trace of Spanish “There is no secretary who can match her,” he says. 
accent, “New Orleans is famous for its Creole back- “She is a master linguist and a well-schooled, intelli- 
ground—and I’m a pure Creole. My mother was French gent woman. She has worked for the heads of for- 
and my father Spanish.” eign countries with the same ease that she helps a 

Marguerite talks animatedly about her adopted city. small businessman, and she is one of the nicest per- 
“We feel that our port is the best,” she says with pride, sons I have ever known.” 
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it makes sense 


to use Webster 
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Quality Carbon Papers 


be] 


CHECK THESE WEBSTER FEATURES: 


v Measured scale edge on every sheet pre- 
vents running over bottom of the page. Makes 
carbon handling cleaner and easier, too. “35 


w 
© 


V Stays flat — even in extreme tempera- |-34 
tures. It’s longer wearing which means more 33 
economy per sheet. 


Vv Weights and finishes to fit your individual "30 
typing requirements. 29 


At leading stationers’ everywhere 
make it clear... you want 


WEBSTER DURAMETRIC a4 


MULTIKOPY. 2 


CARBON PAPERS 


ly | 
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“FREE SAMPLE. fill out the coupon and stople to 
your compony letterhead. 





F. S. WEBSTER CO. 
17 Amherst St., Cambridge, Massachusetts 
Gentlemen: Please send me a sample of Webster’s 


Durametric Carbon Paper. 


Sawa Wikal ones bidet deeb keendes. ch véeea ede Iz E 
Company 
ON: nsticelis sethantes cule neokes- ‘ ls 0 


(make of typewriter) 


I usually make ........ carbons. jh 
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11:00—Doctor Gallup dictates, under duress by his 
secretary. “It’s a battle,” she admits, “but every day 
I try to make at least a little dent in the pile of back 
correspondence.” 

12:30—Lunch. Connie and her colleagues take 
luncheon in the Kitchen Kubbard, an employees’ 
restaurant in the basement of the building. Her com- 
ment: “Delicious!” 

1:30—Connie transcribes the morning's dictation, 
answers her own correspondence, receives and an- 
nounces visitors, takes charge while Doctor Gallup 
is downstairs with the Poll staff. 

4:00—Files the day's carbons and other reference 
material. 

4:45—Reviews tomorrows schedule with Doctor 
Gallup, emphasizing early morning appointments. 

5:00—Connie clears her desk and leaves for home. 
“I know better than to try to make head or tail of 
Doctor Gallup’s desk—it’s so cleverly cluttered that 
only he can find what he’s looking for. And sometimes 
he can't either!” 


CONNIE LOVES THE INFORMALITY of working for the 
Institute. Following the trend, she keeps her corre- 
spondence and files as simple as possible. One general 
file holds the magazine-article reprints most often 
requested, papers covering the purchase and operation 
of a New Jersey theater recently converted for Audi- 
ence Research purposes, material from the Book-of- 
the-Month Club, of which Doctor Gallup is a director, 
and all recent correspondence (usually filed under the 
initial of sender ). 

Connie’s work runs so smoothly that when Doctor 
Gallup is vacationing or visiting any of the thirteen 
foreign affiliates of the Institute or conducting a lecture 
tour he rarely contacts her. 

“He hates to leave the office,” his secretary ex- 
plains, “because he enjoys his work so much. But once 
out of towr, he tries to forget about it.” 

When Connie goes on vacation, Doctor Gallup's 
eighteen-year-old daughter, Julia, takes over for her. 


“Julia does a fine job,” Connie declares with pride. 


“She can type and take some dictation. But—best of 
all—she, too, is an expert at reminding her father to 
do things!” 

And what does this man—whose poll-based_pre- 
dictions on our past ten national elections have been 
wrong only once—forget most often? His eyeglasses. 
The author of several learned books has turned over 
his second pair of spectacles to Connie, who keeps 
them under lock and key. 

“When he misplaces the first pair, I bring out the 
extra one. When he loses the second pair also, I call 
up his eye doctor to rush over a new pair. Until 
they arrive, I read all communications to him.” 

With or without his glasses, however, Doctor Gallup 
is not absent-minded when it comes to learning public 
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opinion. By astute hiring of interviewers, choice of 
questions, and selection of samples of population, he 
and his staff arrive at clear pictures of the thinking 
of entire nations. Book-reading habits, marital hap- 
piness, and food preferences are a few random sub- 
jects to suggest the variety of Gallup Polls. The effi- 
ciency of an advertisement and the probable popular- 
itv of a motion picture are among studies conducted 
by Dr. Gallup's other firms. As a political barometer, 
the Gallup Poll is a watchword: in 245 U. S. election 
reports—local, state, and national—the _ institute's 
breakdown of the popular vote has been 96.2 per 
cent correct. 


Connie is much impressed with the boss’ stature 


as a political scientist. She also thinks of him as “the. 


ideal boss”—personified. “I've never really had another 
boss,” she admits. “But I’m sure Doctor Gallup is tops. 
Sometimes in my haste to beat a deadline, I get a 
little confused about the public issues I'm typing 
about: urban voting blocs, French multiparty system, 
oil in the Middle East, farmers of the Midwest. When 
| hear gales of laughter coming from Doctor Gallup's 
office and he’s alone, I know I've pulled a_ boner. 
\fv most recent one was a reference to U. S. farm 
problems in the Middle East instead of Midwest. 
This is like placing Mickey Mouse at King Arthur's 
round table. I’m lucky that my boss looks at the funny 
side of things.” 

Doctor Gallup is always “in” for phone calls and 
visitors. Connie likes this open-door policy because “I 
don't have to be the villainess, turning people away. 
Because my boss is friendly, I can be pleasant, too— 
and it makes for happier business hours.” 


HER NONBUSINEsS HOURS are happy too. Connie loves 
Princeton and lives nearby with her parents in a six- 
room house on an acre of land. She has plenty of 
opportunity to indulge her pet hobbies, golf and swim- 
ming. She drives leisurely to and from work with her 
father, who works nearby. 

Connie landed her job at the American Institute 
with minimum effort. After an academic course at 
Princeton High School, she majored in secretarial 
science at Rider College in Trenton, New Jersey. 
Shortly before her graduation in May, 1955, the 
Institute called Rider's placement department, looking 
for a secretary to Doctor Gallup. The college sent 
Connie for an interview, which she faced with a good 
deal of confidence since she had worked at the Insti- 
tute part-time during her high school days. Three days 
before her graduation, she was secretary to George 
Gallup. 

From the height of her one and one-half years’ ex- 
perience, Constance Wright sums up: “It’s a fascinat- 
ing job any year. But it’s busier and more fun during 
an election year. I’m one secretary who has a pretty 
good idea who's going to be President!” 








...a few moments with this check list can mean 


WIDER OPPORTUNITY FOR YOU 


Each item offers a means to better performance and higher 
skill . . . select the ones that can best help you or your 
classes. 
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GREGG SHORTHAND DICTIONARY SIMPLIFIED— 

Gregg, Leslie, Zoubek 

Authoritative, official. In print and shorthand, over 30,000 words, plus 
separate sections on names and abbreviations. Every student and practicing 
secretary should own one. 336 Pages. List, $2.84. 


MINIATURE—GREGG SHORTHAND DICTIONARY SIMPLIFIED 
Its purse-sized convenience, silvery crisp smartness, and sharp legibility 
make the ‘‘Miniature’’ an ideal gift for shorthand-writing friends, an 
appropriate award fer classroom achievement, a practical reference for 
your own use. 335 Pages. List, $2.60. 


20,000 WORDS, SPELLED, DIVIDED AND ACCENTED—Leslie 
More than one-half million copies of this pocket-sized volume are now in 
daily use. It serves as a handy reference for checking those transcription 
essentials. No definitions. One of the biggest ‘‘little’’ timesavers in 
secretarial practice. 249 Pages. List, $1.16. 


[_] STANDARD HANDBOOK FOR SECRETARIES—Hutchinson 
The classic in secretarial reference. Packed with current information that 
will aid you throughout your career. Gives you everything: ‘‘who or whom’ 
to ‘‘setting up a financial statement.’’ Lightening indexed. 626 Pages. 
List, $3.75. 


|_| REFERENCE MANUAL FOR STENOGRAPHERS AND TYPISTS— 
Gavin and Hutchinson 

Teachers and training directors find that a copy of the Reference Manual 
on the desk of every student and secretarial worker soves hours of valu 
able teaching and work time. It's all right here: dictation and tronscription 
tips, punctuation, grammar. Topics are numbered and coded for quick 
reference. 192 Pages. List, $1.28. 


|_| TABULATION TYPING—Thompson 

A full treatment of the non-arithmetic easy-way tabulation. Telescopes all 
procedure into 64 pages of intensive, interesting instruction. If tabulation 
is one of your office headaches, here's the cure. 64 Pages. List, $0.96. 


[_] PROGRESSIVE TYPEWRITING SPEED TESTS—Mount 
Here’s the quick new way to step up typing speed: this new book and a 
few painless practice minutes every day! 144 timed writings ranging from 


25 to 100 wam. Modern business vocabulary used throughout. 96 Pages. 
List, $1.40. 


[_] TYPEWRITING FOR SPEED AND ACCURACY —Rowe 
A comprehensive, all-inclusive drill book designed to increase speed and 
accuracy at any level of learning. Drill material is interesting and infor- 
mative. 128 Pages. List, $1.48. 


[_] HANDBOOK FOR THE MEDICAL SECRETARY, THIRD EDITION 
—Bredow 
The key-book to an interesting branch of specialization. Treats everything 
from medical ethics to medical-office bookkeeping. 400 Pages. List, $3.75. 


[_] MEDICAL SHORTHAND MANUAL AND DICTIONARY —Smither 
A reference and practice book that gives comprehensive medical vocaby 
lary, a basic knowledge of the formation of medical words and phrases. 
Gives detailed cases in both shorthand and longhand. 320 Pages. List, $3.75. 


[] DICTATION FOR THE MEDICAL SECRETARY —Berger and Byers 
Practice dictation from the three major areas: Physical, General, and 
Surgical Medicine, 313 Pages. List, $3.50 


OFFICIAL GREGG SHORTHAND NOTEBOOK 

Spiral bound. Pages lie flat while writing. Smooth finished, top-grade 
paper especially suited to pen writing. 70 Sheets. 140 Pages. Your biggest 
buy in shorthand classroom supplies. Per dozen, net, $2.50. One or two 
gross, per gross, net, $24.00. Please add 10 per cent for shipments from 
San Francisco or Dallas. 


|_| OFFICIAL GREGG SHORTHAND FOUNTAIN PEN 

The special glide-action fountain pen designed by Gregg for the use of 
shorthand writers. Sleek black barrel with perfect shorthand-writing bal- 
ance. Identified by Gregg symbol on the cap. Each pen: $5.75 net. Dis- 
count of 20 per cent on orders of six or more. 


|__| ESTERBROOK GREGG APPROVED FOUNTAIN PEN 

Available in black barrel. No. 1555: each pen, net, $2.50. No. 9555 
each pen, net, $3.00. Renew points available. Discount of 20 per cent 
on orders for 12 or more. 


_| DICTATION TAPES AND DICTATION RECORDS 
A complete line of these modern training aids, available for every level 
of instruction or practice. Let us send you complete information. 


be 
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Why not clip this list today . . . indicate the quantity of each item you 
need . . . mail it to your nearest Gregg office with your remittance. Teachers 
and training directors: let us bill you of your usual educational discount. 


GREGG PUBLISHING DIVISION 
McGraw-Hill Book Company, Inc. 

New York 36, 330 W. 42nd St. Dallas 2, 501 Elim St. 

Chicago 30, 4655 Chase Ave. Toronto 4, 253 Spadina Rd 

Son Francisco 4, 68 Post St. London E.C. 4, 95 Farringdon St. 
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LET Graffco SIGNALS 
HELP YOU CARRY THE LOAD 


S5/ 
Wade Chemical CSIs 
Gere [cmccnd aaneta 


Nu-Vise Meta! Prowecting 
Signals for “Vertical” Records 
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Every day goes smoother when you 
rely on Graffco Signals and Maptacks. 
Always there to remind, alert and point v0 


the way. Nu-Viz Metal Signais 


for “Visible” Records 





And there is the right kind and color 





for every possible need. See them all by ERNE: T 
writing for free color folders on Graffco — “oN 
Products. one 


i 
Cellugraf Transparent Signals 
for “Visible” Records 





At your Office Supply 





Dealer ... or a am — 
GEORGE B. GRAFF PS, 
COMPANY f 
54 Washburn Avenue 
Cambridge 40, Mass. | ta ape nd Carts | 








LIFE ON 


(Continued from 











Yew SKIRT SAVER 


Keeps your skirts clean by pre- 
venting them from contacting 
floor and getting into the chair 
casters. Saves 
constant 
cleaning bills, 
also prevents 
damage. 


Sturdily con- 
structed of 
transparent 
plastic 2‘’ wide. Will fit chairs with 
seat depth up to 4°’. Has metal ad- 
justable screw which holds it in place 
at sides of chair. Ample space avoids 
crushing skirt. Removable. Made by 
a secretary for a secretary. 


SCHAUER ENTERPRISES 


16355 W. Bluemound Rd. Milwaukee 14, Wis. 





SCHAUER ENTERPRISES 
16355 W. Bluemound Rd., Milwaukee 14, Wis. 


Please send me .............. pair of SKIRT SAVERS @ $2.98 per pair. 


Name 


Address 
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One day, on top of a filing cabinet, I found a news- 
paper seven years old that had never been opened. No 
one knew exactly what we had in the office. 

Another day I was pounding my typewriter behind 
a pile of documents when I peered over the top and 
saw Senator Wayne Morse standing in the doorway. 
He looked around slowly and left without saying a 
word. A few minutes later he appeared in the doorway 
again, accompanied by his entire staff. With a sweeping 
motion of his arm, he took in our office and its piles of 
printed matter, turned to his staff and said, “Never let 
me hear you complain about our office again!” They 
filed meekly out behind him as he turned around and 
walked away. 

This reputation used to worry the Senator's wife. 
Periodically she would institute a cleanup campaign. 
Wed all listen to our instructions and then race for the 
nearest accumulation of literature. Staggering under 
an armload, we'd wander around trying to decide what 
to do with it. When we found a clean, flat surface, 
down it went. This routine resulted in merely shifting 
stacks of material from one place to another, but the 
sheer activity of “doing something about that mess” 
eased everyone's conscience. 

One of the most interesting pieces in the office was 
a stuffed deer head that hung on the wall. It was placed 
rather high and frequently went unnoticed. An imagina- 
tive stenographer had climbed up on a chair one day, 
stuck a cigarette in the deer’s mouth, and tied a big 
pink bow on his antlers. This gave him a jaunty, devil- 
may-care appearance. We all thought this a big joke 
and dubbed him our mascot. 

Everything was fine until the editor of a well-known 
womans magazine decided to run a story on the Sen- 
ator. The reporters and photographers arrived and 
plunged into their assignment. Glancing up from my 
work, I was horrified to see that a photographer had 
just snapped a picture of our mascot—cigarette, pink 
bow, and all. I had visions of this picture leaping into 
the voters’ sight when they opened the next issue of the 
magazine. I rushed into consultation with other staff 
members. We made a mass plea to the photographer 
and finally persuaded him to tear up the picture. From 
that time on, our mascot lost his jaunty appearance. 


SENATOR WILEY CONSIDERED THE OFFICE more than 
simply a place to work. It was also a home, and 
he thought of his staff as his family. The office was 
equipped with a refrigerator and a hot plate. The Sen- 
ator and his assistants kept on hand a supply of food, 
to which everyone had access. Frequently, in the morn- 
ing, the boss would have breakfast and coffee in the 
office. In 1954, on several occasions, the Senate re- 
mained in all-night session, and the Senator spent those 
nights taking cat naps on a couch in his office. His wife 
brought him a clean shirt every morning, and he was 
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off to the Senate floor for another full day. This round- 
the-clock duty bears witness to the fact that a senator's 
job never ends. 


By THE VERY NATURE OF ITS PURPOSE AND DUTIES, Con- 
gress is always a focal point of activity, interest, and 
excitement. Sometimes tragedy stalks Capitol Hill. 

On the afternoon of March 2, 1954, I was sitting at 
my desk. At about 2:40, I became aware of the fact 
that sirens were blowing in the street. Sirens are com- 
mon in Washington, but the insistence and intensity of 
these were unusual. Looking out the window across 
the street toward the Capitol, I knew something im- 
portant had happened. Ambulances were converging 
from all directions, policemen were blocking the streets, 
and people were running toward the Capitol. 

The Senator’s administrative assistant immediately 
called a friend in the Capitol. The first word we had 
was that several members of Congress had been shot. 
The shooting had just occurred, and no one knew any 
details yet. 

Our staff was dumbfounded; we didn’t know who 
had been shot, or where, and our boss was on the Senate 
floor that afternoon. We ran to the subway in the 
Senate Office Building and took the monorail car to the 
Capitol. People jammed the corridors, and everyone 
was talking at once. Newspaper photographers, re- 
porters, and radio and television crews ran down the 
halls, shoving people aside. We soon learned that the 
shooting had taken place in the House of Representa- 
tives. 

I pushed my way to the House side of the Capitol 
and, as I entered a little-used passageway, I saw sev- 
eral congressmen, victims of the shooting, lying in 
agony on stretchers. They were waiting to be placed 
in ambulances. I'll never forget their patience in spite 
of their pain. No one complained. 

I walked out the front door of the Capitol, where 
hundreds of people had gathered. Reporters were 
conducting interviews with witnesses, and television 
cameras were recording details of this tragedy soon 
to burst upon an amazed world. 


My DECISION TO LEAVE this major nerve center of the 
world was not an easy one to make. Life on Capitol 
Hill is always busy, always intriguing. But, with an 
eye on the future, I decided to return to college and 
resigned my pesition in the Senator's office to enter the 
University of Illinois. Fortunately, part-time jobs at 
the University have enabled me to keep my secretarial 
skills from becoming rusty. Past experience has taught 
me that I owe much to my shorthand training. In a few 
short years many doors have been opened to me be- 
cause of it—both in the Army and in civilian life. And 
who knows what fabulous opportunities this skill may 
lead me to in the future. 
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more easily 
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WALLET SIZE 


PHOTOS 


SIZE: 242 x 342 






> SAMPLE °° 
RESUME = 


HERE’S THE SPECIAL QUALITY PHOTO SECRETARIES PREFER 


You receive free, three full pages — a one page sample resume and 
two pages of instructions, to help you prepare the resume to use with 
your wallet photos. Order extras at same time for gifts — relatives, 
family, friends and for identification. Your original returned unbarmed 
with 20 special quality 242 by 3% silk finish, double weight photos plus 
free sample resume. 


You'll love your pictures or money returned. 
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| APPLICATION PHOTOS, Dept. 27 25 | 
Box 271, Salem, Mass. FOR | 
We enclose portrait or photo and $ for = 
wallet photos and free sample resume and instruction sheets. $1 | 
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YOU Save 56% Typing Time When 





Typing the Titles for Indexes & Guides! 


> 


LENGTy 


Has Typewriter Spaced 
Insert Strips and Tabs 

No Soft Roller Is Used 
Typing Is Faster, Easier 

= Always On A Straight Line 
= AICO TYPERITE Tabbing has blank 


at) insert strips that are typewriter 

; spaced to permit the use of the line 
penis space lever when typing titles. Ends 
the need for soft roller work to center 
or position the title on the insert. Re- 
duces typing fatigue & errors. 


NOW! The Insert Strips For AICO 
GUIDES Also Typewriter Spaced! 


You can now enjoy the same time saving. 
work saving features on typing the titles 
for your Guides. Make filing, finding. 
faster, easier and get a neater cleaner 
titling job. AICO also makes Guides to 
your own specifications any size or shape 
with titles to meet your special needs. 


INDEX 
TABBING! 








Group Of AICO Guides 
Check File Guide—Open 
Shelf Filing Guide— 
Tabulating Guide—Out 
Guide—Card Guide, etc. 
Also Custom-Made Guides. 


For FREE Samples, Full Info. & Quotations, Write Dept. 55 


“ATER 97 Reade St., New York 13, N. Y. 


426 S. Clinton St., Chic - * 
INDEXES ” — 




















for type that sparkles 
like MEW 


Cleans type CLEANER! 
Handy dauber whisks 
away dirt and goo in sec- 
onds! Non-inflammable, 
absolutely safe. Slow- 
evaporating, hence eco- 
nomical. Look for the 
smart new orange-and- 
blue carton on your 
dealer's shelves 
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NO CARBON-TETRACHLORIDE 


69¢ at all stationers 
and typewriter dealers 








It's the BLADE 
that makes the difference! 


. . « the razor-sharp, replace- 
able blade found only in the 


ORIGINAL DUX 


Precision Pencil Sharpener 
Always a sharp point with 
the twist of the wrist. 
Spillproof container in 
choice of three colors; 
wide variety desk and 
pocket models, including 
genuine leather-gold 
tooled. FINE FOR 
CHRISTMAS GIFTS. See 
your stationer or write 


FRED BAUMGARTEN, Exclusive Imports 
675 Cooledge Ave. Dept. X-10 Atlanta 6, Ga. 
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School Davs for Secretaries 


YCHOOL BELLS RANG for 30 Certified Professional 
\7 Secretaries when they attended the Vassar Insti- 
? tute for Women in Business, Vassar College, Pough- 
keepsie, New York. For a two-week period—August 5 
to August 19—the CPS’s went to classes that covered 
three general areas: Public Issues, Man and His Be- 
havior, and The Creative Arts. 

The Institute was the country’s first residential 
program in the liberal arts designed especially for 


the business woman. The purpose of this pilot project 








Ss 


>” he 


Irving Kriesberg, painter and lecturer in art at Brooklyn College, 
with a group of his “students” at the Vassar Institute for 
Women in Business 





was to broaden the intellectual horizons of the 30 sec- 
retaries who comprised the student body and _ to | 
contribute to their development as individuals and | 
members of the business world. | 

Daily classes were supplemented by meetings and | 
discussions with Mrs. Eleanor Roosevelt, composer | 


Aaron Copland, choreographer George Balanchine, 





and other tamous men and women in the fields covered 


by the program. Some of the evenings were devoted _ | Pp A T iJ N T ‘Z D E ~ 7 | C | . N C ' 


to the Institute’s own “Festival of the Arts,” which ° 
included films, music, and interpretive dancing. in CARBON use. 
The Institute was sponsored by the National Sec- 


retaries Association (International), the Center for 


(1) Automatic alignment. 
| 
the Study of Liberal Education for Adults, and Vassar | (2) Automatic rotation of sheets of carbon gives 25%, more wear. 


College. The Institute's faculty was recruited from (3) Automatic warning of last typing lines. 


- New York University, Brooklyn College, and the Cen- (4) World's easiest and most convenient carbon to handle. Hands 
ter for the Study of Liberal Education for Adults. do not touch the coated surface. 


Tue 30 secreTARIES attending the Institute were DISTRIBUTED BY 
KEE LOX BRANCH OFFICES IN MAJOR CITIES AND 


‘lected fr ‘ g the nation’s 772 Ts he 
selected from among the nation’s holders of the BY A GROWING NETWORK OF AUTHORIZED DEALERS 


CPS rating. To obtain this rating, a secretary must 
pass a twelve-hour examination covering six phases of Free samples sent only on request when 
secretarial work. The examination was initiated and is letterhead of company is used. 


sponsored by the National Secretaries Association. Department $ 3 


Employers of the girls selected for the Vassar ex- KEE LOX MFG. CO 


periment co-operated by permitting their secretaries Rochester 1, New York, U.S.A. 
to attend the Institute on company time. The employ- 


° ° ° > . 4a 
ers also paid their secretaries’ transportation, and Kee on” Pal” Erasaguard 
room and board at Vassar’s Alumnae House. Sc each. 
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Many office machines use marginal pre- 
punched forms. And the records you make 
with this modern efficiency system are 
valuable. How do you file them? 

The best way is to bind them in Acco 
Pin Prong Binders equipped with special 
narrow prongs to accommodate the small 
holes in the record sheets. Your records 





will then be safely bound for temporary or 
permanent filing — always in order, always 
neat, always available. 

Acco Pin Prong “9000” line of Binders 
come in many sizes and are available in 
your choice of genuine pressboard (5 
colors) or heavy binder board covered 
with canvas or black pebble grain cloth. 
Your stationer will supply you. Ask him. 


ACCO PRODUCTS, Ine. 
Ogdensburg, N.Y. 


In Canada: Acco Canadian Co., Ltd., Toronto 








PNth ge] FV Wale). 
IN DUPLICATING 


..at the touch of 
a button you can print 
110 copies per 


AUTOMATIC ELECTRIC 
SPIRIT DUPLICATOR 


JU¢ if t 8 ) ) 





THE HEYER CORPORATION 
1864 S. Kostner Ave., Chicago 23, Ill. 
Please send free booklet and details on Automation in Duplicating. 


Name 














1 
1 
; Company 


Ly — State, 








1 

| 

| 

Address 
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ASK THE EXPERTS... 


(Continued from page 8) 





“NOMA Simplified” style, in which the 
salutation and complimentary close are 
omitted. At one time, they published a 
leaflet that described the style more fully. 
(This style, however. has not vel been 
widely adopted.) 

Not one letter in a hundred is in the 
indented form (the lines of the inside 
address and the closing indented in steps). 
Only about 6 per cent of letters are 
“streamlined —the extreme blocked form. 
in which every line begins flush with the 
left margin. 





We invite you to send us any 
questions that you have pertain- 
ing to Business English, Type- 
writing, Business Law, Secretarial 
Practice, Business Arithmetic, 
Filing, Shorthand, or Bookkeep- 
ing. Your questions will be 
answered by our experts in a per- 
sonal letter and also in this col- 
umn. In the column, only ques- 
tions and answers will be used— 


no names will be mentioned. 











Q. When a visitor calls on my employer. 
I ask his name, request him to wait a mo- 
ment. and then tell my employer that the 
person is here. 

When the doctor says that he'll see the 
visitor, do I simply tell the visitor to go right 
ahead into the office. or do I escort him in- 
side and say. “Doctor Smith, this is Mr. 
Jones” ? 

Also. if introductions are necessary. do I 
give the doctor's name first or the visitors? 
If the visitor is a woman, are the names men- 


tioned in the same order? 


A. When a visitor calls on your employ- 
er and has an appointment, we assume 
that his name appears on your employer s 
calendar pad. When the visitor arrives, 
and your employer says that he will see 
him, it is not necessary for you to go into 
the office and make an introduction, since 
the person is expected. There is no set 
rule to be followed: you might just open 
the door and say. “Doctor Smith will see 
you now, Mr. Jones.” 

If a visitor calls without an appoint- 
ment, you should contact your employer 
either by telephone or by slipping into 
his office to give him the information. The 
visitor, of course, should not be able to 
overhear your conversation. When your 
employer says that he will see the visitor, 
you may—depending upon what comes 
naturally for you—either do as already 
suggested or else walk into the office, step 
aside, and say, “Mr. Jones, Doctor Smith.” 
When making such introductions, always 
give the visitors name first—man_ or 
woman. 
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Brush “fe 


BY BRUSHMAKERS 





Dirty machines result in service calls, 
so dust vour machines daily. Clean ma- 
chines last longer, and work freely with 
fewer service calls 

HANDIMASTER nylon dusting brush 
reaches all exposed parts, drawing the dirt 
into the brush. Wash the brush with soap 


and water or solvent. Will not shed bristles. 





Order HANDIMASTER from your dealer 
today or send your order directly to us 
with the name of your dealer. Brushes, 50¢ 
each, or $1.50 for complete STENO KIT. 





529 So. 7th St. © Minneapolis 15, Minn. 





Words 


(Key to teasers on page 18) 


IS IT “FOR,” “FORE,” OR “FOUR”? 


1. foreclose; 2. forbear; 3. foreman; 4. 
fourteen; 5. foregone; 6. before; 7. for- 
ward; 8. therefore; 9. foursome; 10. for- 
getful. 


HERE ARE ANTS TO BEGIN WITH 


1. antique, antiquated; 2. antipathy; 3. 
antecedent; 4. Antarctic; 5. antagonistic; 
6. anticipate; 7. antimony; 8. antithesis; 
9. antidote; 10. antonym. 


FROM COLLOQUIAL TO FORMAL 


Suggested substitutions: 1. I have fin- 
ished filing; 2. savory meat loaf; 3. very 
much or extremely disappointed; 4. a 
good many or a considerable number of 
mistakes; 5. check was worthless or of no 
value; 6. very or extremely; 7. I think; 
8. We have guests or visitors; 9. simply 
tired out; 10. settled in New York. 


SPLITTING WORDS 


l. all ready; 2. correct; 3. correct; 4. 
Every one; 5. correct; 6. in to; 7. any way; 
8. may be; 9. in direct; 10. some time. 


UNSIMPLIFIED SPELLING 


1. lamb; 2. trough; 3. ghost; 4. queue 
or cue; 5. though; 6. giraffe; 7. known; 8. 
thorough; 9. key or quay; 10. eye or aye. 











PART-TIME 


Kaien ots ps 19) EMPLOYMENT AGENCY DIRECTORY 


; _— ~ Are you looking for a new job? On this page, every 
dicated, but the loss of income month, you'll find listed reputable employment 

. . ; agencies that can help you solve your job-hunting 
coupled with school expenses _ is problems. Whether you want a job in your own 


| 


















































Ils. vicinity or whether you want to move to a new loca- 
more than her pocketbook can tion, our Employment Agency Directory can be your 
na ve : 5 expert guide. Check the agencies listed here first. 
th stand. The solution to her problem: 
art-time work that provides some . ’ , — " _ 
Part-t) Lage CHICAGO NEW ORLEANS 
“ income, but allows plenty of time r- 7 
lirt for classes and study. BIRCH Furnishing Planning Relocation? Contact 
{ newly married secretary may prgngecagpanage oda 
up J eWwlyv arriea secretary ayv ‘ a F 
“te 4 Magia: re High-Paying Chicago A-1 EMPLOYMENT SERVICE 
; want to keep her shorthand and Senha On Ae 
: ‘ SECRETARIAL : 1409 i ildi 
i tvping skills up to date, vet she EMENT Employer Pay Fee Basis ov Mationa Genk of Commons suliding 
; : - PLACEM 59 E. Madison © Suite 1417 New Orleans 12, Louisiana 
also wants time for her new home. L_ SPECIALISTS \_CEntral 65670 13 Years Same Management CAnal 4241 
Once again, a part-time job is the 
: wternt amawer Sever . oF NEW YORK 
/ perfect answer. Several hours o1 Gupleyers Recommend 
davs a week spent at a desk will ROLAND AMY LORTON McKAY 
leave our bride more than enough ad EMPLOVENT SERVICE Established 1940 
. : “c or high standards, excelle -rformanc 
time for housewifely chores. and beet feb applicants. Thats oo Personnel Placement—Men & 
list their best jobs at ; Women 
a , ROLAND EMPLOYMENT SERVICE Advertising Industry Publicity 
THEN THERE Is the case of the secre- 116 S. Michigan FRanklin 2-0320 Airlines ee Redie-TV 
] ] ] ] to t 30 Reckstetler Piero Suite 3090—Call Co 53908 
tarv who always had a ven to tour oe . 
; d . DENVER 
| the country, but could never man- ¢ ; “a h the fi 
iler , . ecretarial positions with the finest 
. age to save enough for an extende ere 
us ; aS t ive enough for — extend d SECURITY EMPLOYMENT SERVICE firms in the Advertising, Publishing and 
506 trip. She can have her “grand tour “A Good Name to Remember" for the best in Business Fields in Midtown—Radio 
mn as : es Pe . secretarial positions. Security for the applicant, ae : aX 
IT. —paid in full—by signing up with security for the employer. No segistration fee. City—Grand Central Area are avail- 
one of the temporary-help services very low rates able through the Moran Agency. 
that have nationwide offices. In agad —" a. MORAN AGENCY, 545 Fifth Avenue (45th St.) 








this way, she can travel from city 






























































— to city, working on a temporary DETROIT Where High-Grade Secretaries 
iit aba ie hee ; & Top-Grade Positions 
yasis, earning enough for expenses ALL JOBS FREE AT Hove Met 
and transportation to the next point RUSSELL KELLY For More Than 25 Years 
of interest on her itinerary. Z Confidentially Contact..... 

Two stenographers from England Permanent and Temporary 180 BROADWAY Miss Marion Steele CO 7-4540 
utilized this pay-as-you-go system po me rans Bidg. Detroit 26, Mich. 

: 2 : Aisa (Coss & Lafayette) WO 3-9510 SAN FRANCISCO 
of travel. Nine months and 20 cities SAN FRAN 

4. later, they had realized _ their | “A Step in the Right Direction...” 

r- 4 . = . ? : : rs when you visit 
d re; Ss seeing " od States. Want information about employment agencies : 

yr- : _— of ene the lL nite d St ites in other cities? We'll be glad to furnish, on it WESTERN EMPLOYERS SERVICE 

To these secretaries and to request, names of reputable agencies in cities ¢ ce . - 
; ses not listed here. Send a stamped, self-addressed Aare for the best in office positions 
hundreds of others like them, a | «velovpe with your request, en San Francisco's Largest 

| yart-time job offers tw nuch ase tae te i So CCS eer © 

art- , TS Nn- 3: 2 SET, NEW Y 36, N. Y. é 

“ re oe Saree eee oY: 6 ae 995 Market St.  DOuglas 2-5486 

». . sought-after assets—time for ambi- 

1c; ° . 

ig tions, hobbies, dreams; and _ the 

money to make them possible. ( ° N M 

| = OMIN ext onth 

In- — 

wl 3 

a All good things come in threes—and next month marks the third 

. in our “Appointment with Today's Secretary” series. Way back in Novem- 

no - i : - : - ‘ d : 2 

a ber, our first subject, pretty Anne Slattery of Pomfret, Connecticut, ex- 

aly pounded the job satisfaction of a girl who “came home for a career. 

Speaking from the other side of the fence was our April subject, Nancy 

I 2 ; 

Tigue, coed-careerist from Marquette University, Milwaukee, Wisconsin. 

.. In next month’s issue. youll meet Mrs. Virginia Underhill of 
”" Richmond, Virginia. Typical of the many working wives who are combining 
homemaking with a career, twenty-five-vear-old Virginia is secretary to the 

director of advertising and publications of the Southern States Cooperative, 

— £UBKO Inc. Like all efficient secretaries, she has many interesting ideas about good 

8. Your typing is improving, Miss Goober; grooming, too; and her career-conscious, budget-minded wardrobe will be 

ye. why, even the erasure holes are smaller! featured in our November issue. 
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No... 

the 

IBM Electric 

can't do 
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...no other typewriter makes it so much easier 
for you to do a wonderful job! 


The IBM Electric can help you get Just think how much fresher you'll feel 











" ahead of “piled-up” work! That's be throughout the day 
- o - 
. cause vou turn out your typing so muc¢ h Of course the boss will be delighted 
-4 faster and better when electricity does when you re doing a better job than 
y the hard work for vou! When typing on ever—and when his letters are as hand- 


the IBM Electric, vou use 95.4% less some as only the IBM Electric can make 


“finger-eflort’ than a manual requires! — them. So suggest a call to IBM today! 
Choose from 7 exciting colors: Larkspur Blue, Yellow 


IBM ELECTRIC 
‘i TYPEWRITERS 
Jasmine Midnight Blue, Woodland Green, Tropic Tan 


Dove Grey, Cascade Green (last 3 at no extra cost). —OUTSELL ALL OTHER ELECTR/CS COMBINED / 
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irl Faster, Clearer, Easier Notes With This 


mt GREGG-APPROVED 
The right point for the way you write i a N eee A N D P O | N T 


Gregg shorthand. Instantly renew- 

able... at any pen counter. Gregg shorthand was specifically planned to be written 
with a pen. Speeds up taking notes—makes them clearer to 
read and easier to transcribe. 


And Esterbrook has the point specifically designed 

for Gregg! Next time you pass a pen counter ask to try 
Esterbrook’s special Gregg Point (No. 1555). You'll find 
your notes glide with ease—without pressure—never skip or 
miss. Every stroke, circle or hook is bright and uniform. 


The price is too modest to miss. And—should you ever 
damage the point—an identical Esterbrook Renew-Point 
is yours for just half a dollar. You can replace points 


Esterbrook Gregg shorthand points instantly ... at any pen counter. 
fit the new pastel Esterbrook Petite- 


Pak Set—and all Esterbrook Pocket ~! 
Pens and Desk Pen Sets. Ss P.S. If you’re just starting, the above note reads: 





“The Greatest for Gregg !”’ 


® 
sterbrook RTHAND 
6 SHORTHAND PEN 


Copyright 1956, The Esterbrook Pen Compony THE ESTERBROOK PEN COMPANY, Camden 1, New Jersey 





